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THE JOB-PROVED 
Smith-Corona HLECTRIC 


with the most efficient keyhoard ever designed ! 


Here is the finest of all electrics 
proved o1 tne ob in all 48 states. 
Operators are enthusiastic about its 
exclusive Keyboard Slope 7 
fits natural finger movement. 
And more of the operating controls 


are located in the keyboard area 


than on any other typewriter! 
It is the fastest electric ever built. 
Its write is be autil il, sharp, 


even and distinctive. Phone today fora 


revealing ten minute demonstration 
See also the Smith-Corona Carbon-Ribbon Electric 
" 
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CATERPIL 


50 YEARS ON TRAC 


rT - a 
MWalional Accounting Machines save us, 
in operating costs, 51% a year on our investment.” 


CATERPILLAR TRACTOR CO., Peoria, Illinois 


“World's largest maker of crawler tractors” 


“‘We believe the growth of our company and the increased ac- In your business, too, National ma- 
ceptance of our products over the past 50 years are due, in large chines will 
measure, to our constant search for more efhicient, economical ney they save en continue 
ways of performing every operation. Thus we can continually ! 4s annual py 
produce better products to meet customers’ expanding needs p 
and applications 

“We use National accounting machines in our accounting 
work to save valuable time, reduce operating costs, and obtain 
needed data on schedule 

“The versatility of these machines, which enables 

switch them from one job 


to another, and the sim- 
plicity of training operators 
are also important to us Vice Pre sccebane matmas 


THE NATIONAL CASH REGISTER COMPANY, vavton9, on0 0 “A CUTE 


977 OFFICES IN 94 COUNTRIES 


pay for themselt uth 


Man util 
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How TO SUCCEED 
WHILE YOU’RE STILL YOUNG 


’ SURPRISES many people to learn that the average age of the men who 
respond to our advertisements is closer to forty than to twenty. But 
it's not hard to understand why this is true! Most young men are satisfied 


with their progress in business. Their native ability and energy are 
enough to win them regular promotions and salary increases. They find 
success only a matter of time. 

But the day comes, often with a shock: ing suddenness, when this easy and 
casual progress ends abruptly. 

Many a man wakes up with a start in his thirties or forties to find that 
his income has leveled off, and that promotions have ceased. 

“I'm not getting ahead as fast as I should,” he says to himself. “Where 
am I going to be ten years from now?” 

Sheer ability and energy can carry a man to the mid-way point in 
business... but only a thorough knowledge of business fundamentals can 
help him beyond that point. 

If you realize that fact while time is still on your side—and act on it 
—you can succeed while you're still young. 


FREE—“FORGING AHEAD IN BUSINESS” 


We do not claim that you must have the 
Alexander Hamilton 


Business”, for which there is no charge. 
We believe that this little book will help 
any man get down to bedrock in his think- 


Course in order to 
succeed in business. But we do say that you 


cannot succeed without what is in the Course! 

All the Institute does is offer you a con- 
venient and time-saving means of bringing 
this knowledge to you in your spare time; 
and ina form that has proved to be practical. 

So that you may judge for yourself 
whether or not you think the Institute can 
help you, we have published an informative 
48-page book titled ‘Forging Ahead in 


ing; however, there's no cost or obligation 
for it because —frankly —we've never been 
able to put a price on it that would reflect 
its true value. Some men have found a 
fortune in its pages. 

If you would like a complimentary copy 
of “Forging Ahead in Business,”’ simply 
sign and return the coupon below. It will 
be mailed to you promptly. 
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\ 
\ 
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Name 


ALEXANDER HAMILTON INSTITUTE 
Dept. 364, 71 West 23rd Street, New York 10, N. Y. 
In Canada: 57 Bloor Street, West, Toronto, Ont. 
Please mail me, without cost, a copy of the 48-page book— 


“FORGING AHEAD IN BUSINESS.” 





Firm Name 





Business Address 





Position 





Home Address 
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The Government Makes Business Proce a Trillion Words Yearly 

A Doctor Looks at Record Keeping Quentin R 
Surveys Are All Right If They Produce! 

Systems Meeting 

Camera! 

New Books 

Good Light, Clean Air and Cool Water in Ebco’s New Office 

Credit Unions: On-the-Job Banking Sidney Feldman 
Work Simplification? Yes. Job Simplification? Maybe Edmond W. McNamara 
An IDP Order-Invoice System Walter T. Gibson 
Lick That Habit of Worrying Carroll H, Jones 
New York City’s Employee Suggestion Program Herman Limberg 
Principles of Coding in Busines Daniel L. Grant 
How Convair Improved Its Photographic Method Charles Lahr Jr 
Be Your Own Talent Scout 

Now Elevators Can Talk , 

New Badges for National Business Show 

NSOEA Convention . 

National Conference & Exhibit Calendar 

NBFA Convention 

Man’s Working Life Is Lengthening 

New Products 

News of the Office 

75th Anniversary of Office Equipment Manufacturer 
News of the Industry 

As We See It 


Seymour Paget 


Neymour L. Wolfbein 


ON THE COVER: Foreman’s office at Ebco Mfg. Co. (see page 69). 





WILLIAM SCHULHOF, Publisher 


WILLIAM R. SCHULHOF, Editor JAMES GORMAN, M 
THE OFFICE is published on the first of very month by Office Publication (‘or 

232 Madison Avenue, New York lf N. Y. Telephone: LExington 2-2245 

Cables Wilhof, New Yorth 
‘ivic Opera Building, 20 North Wacker Drive, Chicag 
ANdover 3-2665 
SUBSCRIPTION : One Year $3, Two Years $5, to U. S. and Posse 
To Ali Other Countri« One Year $4, Two Years $f 
Also publishers of the annual export editior 


LA OFICINA and OFFICE EQUIPMENT EXPORTER 


Member of 
on Society of Business Magazine Editors 
= National Business Publications, Inc 


Business Publications Audit of Circulation, Inc 


CIRCULATION OF THIS ISSUE OVER 36,000 COPIES 


anagiui 
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The Government Makes Business 
Process a Trillion Words Yearly 


HE Commission on Organization of 
the Executive Branch of 
Task Force on Paper 
work Management, in a report to Con- 


1 


showe d the 


the Govern 


ment and its 


Tess, way to large savings 


through a reduction in the work load 


now individuals and 


form of a “wilder 


imposed upon 
corporations in the 
1.700 


and questionnaires.” 


ness of different reports, forms 


Klimination of many unnecessary or 
duplicative forms, simplification of hun 
dreds of in the 


inordinately records 


others, and a reduction 


large number of 
retained 
under the 
present cumbersome practices could be 


and account which must be 


indefinitely by industry 
achieved without depriving the Govern 
ment of any essential data, the commis 
explains. At the time the 


agencies’ own paperwork costs could be 


sion Sane 
reduced proportionately, 
The task foree, as an 
brought annual sa 
than $15,000,000 on only 
tive paperwork items 
tive action ol 
the Federal 
COTMIMISSION 
dent 


experiment, 
about vings of more 
26 representa 
through coopera 
industry committees and 
involved, and the 
that the Presi 
this exper! 
ment to effeet reductions on a compar 
able wherever 
out the rest of the 

Thi report is study of 
paperwork problems of industry in its 
with the 
earlier report was 
April, 1955, page 
work involved merely in 


AYCHCICS 
recommends 
; 


direc eontinuance of 


scale, feasible, through 
Government. 


based on a 


Government. An 
made (Tik OFFICE, 
102) on the paper 
Federal agen 
other. foth 
made by the same task 
headed by Emmett J. Leahy, 
Leahy & Co., management consultants. 


relations 


cies’ dealing with each 


studies 
toree 


were 


Incorporated in the pre sent studies Is an 
outline of the 
ready 


substantial progress al 


made in implementing some of 


the suggestions of the earlier report. 


In carrying out its second assign 
ment, the task force set up 29 commit- 
representing various industries to 
make studies of the reports and forms 
which they were required to answer. 
The committees concentrated on 328 of 
the 4,700 reporting requirements. Their 
showed that 51 of these items 
were duplications and 33 others also 
dropped from further tests for 
various For the remaining 
244 cases, the task force acted as a cata- 
lyst between the industry committees 
and the Federal agencies in the attempt 
to work out relief from the 
burden of required answers. 

In 49 commission notes, 
agreements for elimination, simplifica 
tion or modification were brought about 
between the and the 32 
(sovernment involved. In 26 
other instances, partial agreement was 
reached. At the end of the four 
month experiment, 169 targets remained 
for further study by the Government 
In only 
26 of the 75 instances in which partial 
or complete agreement was reached, in 
dustry saving would amount to $10, 
183,000 a year and the Government 
would $5,091,800. On 25 items 
alone in the 169 eases of red tape it left 
for further action, savings of $100, 
000,000 are estimated to be possible. 

As an example of the savings already 
in sight as the outgrowth of its sample 
agreements, $1,750,000 will be 
annually by the public utility 
panies, and half as much again by the 
Government, if the Federal Power Com 
mission accepts the findings of its own 
favoring elimination of 
many of the elaborate, tentative appli 
cations for certificates for small new 
projects. Simplification of gas 
electric rate filings as agreed to by the 
RPC including elimi- 


tees 


studies 


were 


reasons. 


some 


CASCS, the 


committees 


agencies 


agencies and the committees. 


SAV 


saved 


com 


representatives 


and 


representatives, 
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nation of some voluminous data which 
is considered by the industry to be 
superfluous, will save another $1,850, 
(00. One company said it had to fill 
its own plane with several tons of docu 
ments and exhibits in each rate-rise 
case, forcing company executives to fly 
to Washington in another plane for 
hearings. 

Similarly, the airlines are expecting 
a saving of $200,000 a year and elimina 
tion of 960,000 forms under a plan ae- 
cepted by the Bureau of Customs, sub 
ject to approval by the Treasury De 
partment, for simply rubber-stamping 
airway bills and invoices on approved 
shipments through customs. 

The trucking industry expects to save 
$1,300,000 annually through the nego- 
tiation of an agreement with the Inter- 
state Commerce Commission for a 25% 
reduction in record keeping require- 
ments for its type of business. 

A bankers’ committee and the Federal 
Housing Administration reached an 
agreement for elimination of the mass 
of statistical data which had to be filed 
in support of property improvement 
loan insurance. The bankers esti- 
mate that the saving to their institu- 
tions will amount to about $1,500,000 
a year. 

The small storekeeper and little busi- 
nessman is swamped with demands for 
the execution of elaborate and detailed 
forms, reports and questionnaires out of 
all proportion to the size of their opera- 
tions. It is urged that required re- 
ports be tailored to the size of a busi- 
ness. Studies showed that more than 
4,000,000 small businessmen must spend 
5% to 29% of their time compiling re- 
ports and answering questions for the 
Government, thus consuming 12 to 70 
days out of the average working year 
of 240 days and losing valuable time 
from their efforts to make a living. 

An inventor usually must wait about 
3% years for a patent application to be 
processed to final action, and must sub- 
mit a vastly larger amount of paper- 
work and 100% more specifications and 
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A new service to readers... 


THE OFFICE 


eader Service Department 


For over 20 years THE 
OFFICE has answered inquir- 
ies from management exec- 
utives on office systems, 
methods and equipment and 
on many other management 
problems. We will continue to 
help readers in this manner, 
wherever we possibly can. 
However, a large number of 
inquiries merely request addi- 
tional information on _ prod- 


sucts mentioned or advertised 


in THE OFFICE. 


For the convenience of 
readers, and to expedite re- 
plies, two identical reader 
inquiry cards (the second for 
a subsequent reader) are now 
inserted in each issue of THE 
OFFICE. These cards may be 
used to obtain the desired 
information or literature on 
any of the products or sys- 
tems mentioned in THE 
OFFICE. 

Just circle the number 
found below the advertise- 
ment or description in which 
you are interested and drop 
the reply card in the mail. No 
postage is required. You may 
circle as many numbers as 
you desire on each card. 


Should there be any man- 
agement or equipment prob- 
lems on which you feel we 
can be of asistance, please do 
not hesitate to write us. We 
are always glad to help. 





than was the 
The. task force 


drawings 
1910. 


back in 
received many 


Case 


complaints about delays of this type. 


“The three military services have at 
least three separate and distinct pro- 
cedures which industry must follow in 
handling Government property in its 
possession,” says the task force report. 
“For example, if a contractor had side 
by side in his plant three identical 
lathes which he had received respec- 
tively from the Air Force, the Army, 
and the Navy, he would have to main- 
tain three separate forms. 
For the Air Force iathe, he would use 
the Industrial Equipment Inventory 
Record; for the Navy lathe, its Prop- 
erty Record Card, and for the Army 
machine, its Production Equipment 
Record. 

The task force finds that the Federal 
Government “withholds normal courtesy 
and confidence from its suppliers and 
taxpayers in the 
repetitive 


records on 


routine and 
and does not 
trust its own executives and employees 
sufficiently to delegate to them au 
thority to act for the Government. 
A Government section head often is 
responsible for protecting the Govern- 
ment in expending millions of dollars, 
but he does not have the authority and 
trust to buy a $5 product when to do 
otherwise would cost $12 or more in 
paperwork alone. . Filling out reams 
of forms rather than finding the execu- 
tive who can speak for the Government 
with authority is one of the reasons 
for the frustration of people and their 
business in their with their 
Government.” 


most 
transactions 


dealings 


The task force was “most impressed 
with the futility and the high cost of 
the nation’s paperwork and _ record 
keeping to forestall dishonesty and 
error on the part of a relative few, 
and the pressing need for more delega 
tion of reasonable authority as well as 
responsibility to the great 
trustworthy Government 
employees.” 


number of 
officers and 


Even if a workable and less burden- 


some system were effected for Federal 
paperwork requirements, only a partial 
solution of the problem will have been 
reached because more than 50% of to- 
day’s red tape is involved in reports 
which must be made by individuals and 
business men to state, county and mu- 
nicipal agencies and which are not em- 
braced in this survey. Steps should be 
taken to relieve this phase of the bur- 
den, too, the task foree suggested. 

For typical reports, it was found that 
the cost of processing each 5-letter word 
or 5-digit figure (ineuding necessary 
research, clerical work, typing, making 
copies, checking each report for errors, 
assembling and mailing, and filing office 
copies) came to one cent. In the course 
of a year this cost is multiplied billions 
of times. 

The studies showed: A large number 
of reports required of industry by Gov- 
ernment when the information already 
was on hand in another bureau “down 
the hall.” Great quantities of records 
submitted by industry which are not 
used, and, in at least one case, not even 
filed by the Government. Nearly a mil- 
lion reports annually reporting that 
there was nothing to report. Reports or 
pages of reports deliberately omitted 
but never missed by the Government. 
Many instances where the period for 
retention of office records by a business- 
man is unspecified or indefinite, and 
therefore may mean “forever.” Re- 
quirements for the filing of repetitive 
or unnecessary forms, or for answers to 
questions which 
answered. 


sometimes cannot be 

Companies sometimes just “give up” 
on these obviously needless reports. As 
an example, a certain industry is re- 
quired to fill out the same papers each 
year to claim exemption from the pro- 
visions of a law passed in 1935. In re- 
cent years, the studies showed, more and 
more of the hundreds of companies in- 
volved have stopped submitting this re- 
port. Today only nine largest abide 
by the law, and they do so because they 
feel that however small the risk they 
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TIME AND COST OF PROCESSING EACH WORD 
AND NUMBER IN MOST TYPICAL REPORTS 


LOOK UP SOURCE DATA —  —sMINUTES 





READ IT, WEIGH ITS USE a. MINUTES 





WRITE DRAFT ZZ MINUTES 





TYPE ORIGINAL MINUTES 





MINUTES 





CORRECT ERRORS y MINUTES 





ASSEMBLE AND MAIL d MINUTES 





FILING OFFICE COPY d MINUTES 





OVER 1% 
MINUTE 
PER WORD 


TOTAL TIME TAKEN IN MINUTES 
PER WORD... 





. » »« ATA LOW AVERAGE 
CLERICAL SALARY OF $1.30 

over & 
PER HOUR PLUS 100°% OVERHEAD $ X ° 04 3 ¢ 


PER MINUTE 
FOR SUPERVISION, RENT & SUPPLIES — 





MINIMUM COST OF PROCESSING 


a | 
EACH FIVE CHARACTER WORD OR =s-—CssCd KEV ] Cc 
NUMBER BY EACH PERSON PREPAR- =§/ ym War orn 


ING EACH REPORT... —_ “Wimp 


The Ic seems trivial until multiplied by mere than a trillion words which business must process 
each year to meet Government requirements. The time shown above under “proof” is divided 
into 0.01 minute per word for the worksheet and a corresponding time in reading original copy 
for accuracy. Correction of errors involves 0.006 minute each for original, and first and second 
copies. Filing time is divided evenly between worksheet and office copy.This analysis was pre- 
pared by Leahy & Co., in collaboration with Seaman & Co., both management consultants. 
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must continue to conform to this mean 
ingless requirement. 

An executive said that his well-known 
firm reeeived a complex questionnaire 
on lard refinery operations, involving 
answers which the company itself would 
have liked to have; but they could not 
be furnished even by a trained Govern- 
ment investigator who spent several days 
at the refinery with full access to the 
plant, its personnel and records. 

The major recommendations in the 
Hoover Commission’s earlier report 
called for establishment by Executive 
order of a Governmentwide paperwork 
management program and placing re 
sponsibility for supervising this pro 
gram with the General Services Ad 
ministration. Such an Executive order 
was submitted to the Bureau of the 
3udget for clearance on May 6. 

Many task force suggestions in its 
previous studies involved proposed ad- 
ministrative action by GSA. To make 
GSA a clearing house for paperwork 
management information in the Execu- 
tive agencies, GSA has established regu- 
lar inter-agency conferences in eight 
of its ten regions and will set up others. 

The proposal for substantial reduc 
tion in the volume of inter-agency 
records designated as permanent is 
bearing fruit. The percentage of such 
records which must be retained indefi 
nitely is expected to shrink from 26% 
to 21% during the fiscal year 1955, with 
further progress in 1956. Large blocks 
of Veterans Administration, Selective 
Service and Government personnel 
records have been removed from the 
“permanent” category. 

GSA has set up a goal for the assign- 
ment of one-half instead of one-third 
of all records to central storage centers. 
If funds are provided to expand and 
maintain such facilities, use of these 
centers for at least 50% of all records 
should be attained in 1958. 

GSA is reviewing the experience of 
the General Accounting Office, which 
conducted a survey of tabulating equip- 
ment, to determine the feasibility of 


10 


making greater use of such equipment. 
The pending Executive order provides 
for permanent inter-agency committees 
to study wider use of automatic office 
and electric accounting machines. Legis- 
lation is pending for establishment of a 
central microfilm Steps also 
are being taken to expedite protection 
of vital records. 


service, 


ca 


A Doctor Looks 
At Record Keeping 


QUENTIN R. STRONG, MLD. 
Montgomery, Ala. 

Y receptionist-bookkeeper prepares 

accounting records, including from 

400-700 monthly patient state 
ments, in a bookkeeping system that is 
rapid, simple, accurate, provides a com 
plete current record of each patient’s 
account, and requires a minimum of 
time and participation on my _ part. 
After each in-patient call, I dictate serv 
ices rendered into a Dictaphone. After 
patient hours or the following morning, 
the receptionist-bookkeeper picks up 
the Dictabelts. As she plays them back, 
she brings medical histories up-to-date, 
then prepares all patient accounting 
records—the ledger, statement and a 
journal—in one operation by using a 
3urroughs Sensimatic Accounting Ma 


Dr. Strong dictating a patient's charges for 
transcription by his receptionist-bookkeeper. 
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THE OFFice 


EASY ON THE EYES 


Nancy M. Shea, Springfield, Ohio 


“MISS EVE-EASE OF 1955”’ 
Voted Loveliest Office Employee in the U.S. A.! 


National Blank Book Company’s 
stationers, with the help of over a 
million users of cool green Eye-Ease 
record keeping forms, voted Nancy 
M. Shea, Springfield, Ohio, the win- 
ner of the 1955 Miss Eye-Ease 
Selection. 

National’s ‘‘Eye-Ease’’, like Miss 
Eye-Ease, is easy on the eyes — and 


National Blank Book Co 


eer == 


ANALYSIS PADS 


ar cerdti 


a winner! It’s a combination of non- 
glare green paper with brown and 
green rulings. Entry figures stand 
out clearly, rulings fade into the 
background. Eyestrain and fatigue 
are reduced speed and accuracy 
increased. Be sure Eye-Ease is used 
in your office. Your National Sta- 
tioner can supply you. 


89 Water St., Holyoke, Mass. 


ACCOUNTING FORMS — 


Inventory Forms, Visible Sheets, Ring Books and Fillers 


For More Information Circle No. 159 


September, 1955 


Also Time and Payroll Forms, Ledger Sheets, Columnar Sheets, Accounts Receivable, Accounts Payable, 


1] 


























Patient's ledger and statement with accompanying proof tape are provided in a single operation. 
Balances are computed and printed automatically. 


chine for me to spend less time on record 

I am the only doctor in my office, am keeping work. I not only accomplished 
assisted by two nurses, a receptionist this objective but many by-product 
hookkeeper, and have five examining benefits have resulted. Patients, for ex 
rooms. My primary reason for install ample, have expressed more satisfaction 
ing the accounting system was the need — with the neater, machine prepared state 


The WAGNRUES WU 


EASIEST and MOST EFFICIENT to 
operate, SIMPLEST to maintain, MOST 
ECONOMICAL equipment for tearing con- 


tinuous forms into individual parts. The 
MARK II belongs in every progressive 
tabulating department! 

TAKES 


1. Any type of continuous strip form having horizontal perforations 


hetween sets. 


2. Marginally-punched or plain margin forms 


HANDLES 
1. Widths up to 17 25/32" without adjustment. 


2. Lengths from 3” to 22”. Settings are easily and quickly made. 


Several lengths can be run on each setting. 
DILLON-FORD & COMPANY 
Designers, Manufacturers, Distributors of Business Forms Handling Equipment 


ELECTRONIC * MECHANICAL 
154 Nassau Street New York 38, N. Y. WoOrth 4-2867 
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MAGNETIC 7lo-Veedle RECORDINGS 
Plus MIRACLE MAGIC ERASER 


Can overhead be cut with the REX 
_— 


"> 
You can save from $300 to BS 
$1300 during the use of the machine ; ih we 

a 


REX RECORDER doesn’t use any 
needle. The disc is never destroyed. 


Each disc is good for 10,000 uses. 
This gives you a definite hard 
cash savings. 


That sounds wonderful. I'd like to know 
how REX can 7 $ _ for so much less 
one other reco 


You mean | do not have to hove my 
recording discs re-surfaced? 


CY 

A. 
It is simplicity of construction. REX 
RECORDER hasn't any cutting needle 
or turntable or feed screw. There 
isn't any belt to multiply power from 
motor to gear drive. REX costs oo 
$265 per unit. 


That's correct. Simply 

slide the Magic Eraser over 

the disc and you are ready to dictate 
with a completely new surface. It’s 
as easy as using a pencil eraser. 


Feds How does the tone value of the REX stond-up 


Fo waned 10,000 recordings? 


This all sounds very good—but do you "ts: 


have offices ond service throughout the 


country? he PS ‘ J 


As clear as the first recording. Be- 
cause the REX does not use a cutting 
Jewel the discs never decrease in tone 
and quality. On other machines the 
Recording Head is expensive to re- 
place. This ts another hard cash sav- 
ings with the REX RECORDER. 


" ( Offices are in hundreds of impor- 


tant cities throughout the United 
States . . . and throughout the 

X37 world. The true-beauty of the 
REX RECORDER is that it rarely 
needs any servicing. 


(No 
yy Needle) 


MAGNETIC DICTATING 
See for ‘yoursolt why REX RECORDER sales tripled in 
one year. Use this compact machine everywhere ~ 
it is small enough to take on business trips. 
For complete information on how REX RECORDER CAN 
SAVE YOU MONEY drop us a card — without any obliga- 
tion on your part — 

Exclusive 


vhemssesit AMERICAN DICTATING MACHINE CO. rr! 1. 65 MADISON AVENUE, . 


Distributor Est. 1923 N.Y. 16, N. ¥., MUrray Hill 4-3554 


r) 


For More information Circle No. 134 
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ments and with the fact they now re 
ceive statements which show the amount 
and reason for each charge. 

At the completion of each call, it 
takes only a moment to dictate the 
services rendered. Within a matter ot 
seconds, the receptionist-bookkeeper 
plays back the Dictabelt and brings the 
patients’ records up-to-date. 

In less time than it formerly took 
just to record the charges in the ledge 
hook, my bookkeeper now posts the 
ledger and proves the accuracy of each 
posting with the machine. A complet 
statement is prepared as a by-product 
to the posting, and both the ledger and 
statement are in original print. Dut 
ing the same operation, the machine 
also prepares a daily journal of all 
postings. At the completion ot a post 
ing run, the total of all charges is 
printed automatically on the journal. 

As payments are received, the book 

. keeper posts the amount rendered by 
amazing each patient to the patient’s ledger and 


statement. The date ot receipt and the 


ball 
PEN: eil 


the pencil that writes with INK 


e combines best features of a pencil with best 
features of a ball-point pen 

@ light as a pencil because it’s wood 

e banker-approved permanent ink 

e full-length brass cartridge writes enough to 
fill 18 stenographer’s notebooks 

e nothing to press, turn, fill 

e fully-guaranteed 





Handy dozen-pack for 
business and industry. Blue, 
red, black or green ink. 
$3. per dozen. 

Order trom your 

commercial stationer 


For sample write on your 


company letterhead to Dept 0-9 
AMERICAN PENCIL CO., HOBOKEN, N. J. 


For More Information Circle No. 192 


Jean Talley keeps patients’ ledgers and state- 
ments up-to-date. 
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---You could handle the modern 


Ofiea Ring 


easily, fast and efficiently! 


SECURE YOUR SUPPLY 
FROM YOUR STATIONER 


ALLIANCE RUBBER COMPANY 


ALLIANCE, OHIO HOT SPRINGS, ARK. 


ALLIANCE RUBBER CO. 
1F YOUR HOT SPRINGS, ARK 
DEALER 1S Please send FREE ‘ 
UNABLE TO | STATIONERY BANDS 
SUPPLY YOU 

PLEASE ee 
MAIL THIS 1A on - 
COUPON | MY STATIONERY DEALER IS 

ADDRESS _CITY 


FIRM 


For More tnformation Circle No. 11 
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automatically, and a proof journal is 
prepared as a by-product to the opera- 
tion. The total of payments received 
is provided on the journal! at the end 
of the posting run. 

We also handle accounts payable 
work on the machine. As bills are re 
ceived from vendors, they are posted to 
the remittance voucher part of the 
check we use. This shows the date, the 
invoice number for reference, the 
amount of the invoice and deductions. 
The balance due the vendor is printed 
automatically. At the end of the run, 
the total of invoices received is pro 
vided by the machine. 

As due dates arrive, the bookkeeper 
writes the check on the machine and at 
the completion of the work automat 
cally receives the total of checks written. 
Discounts are automatically deducted 
THE CROWN LINE! from the gross amount to provide the 

net amount of the cheek. We easily 
take advantage of all discounts. A du 


THE CROWN LINE + 
ER MADE 7 WN 


For that Extra Quality Economy Efficiency 


Faster Delivery insist on the best line 


- } 





R.A. STEWART AND CO., INC. Accounts payable remittance voucher is 


80 Duane Street + New York 7, New York posted as invoices are received, making it 
simple at month's end to pay all bills. 


For More Information Circle No. 167 
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for 
the 


Davidson offers*.. <<} 


A 116 PAGE 
HANDBOOK 
AND CHART, 


FREE to all Davidson 


Dual-Lith owners* Mg 20232" Lbrica- 
Here it is, with over two years of painstaking preparation al es 
behind it... the first copy of the Davidson Operations cluded in each Oper- 
Manual. 116 pages and 156 illustrations packed with every- 9tions Manual. 
thing there is to know about the Davidson Dual-Lith and _ .wtS¥uuht or 
Offset Lithography, Letterpress, Dry Offset, Embossing, 
Numbering, Imprinting . . . Inks, Solutions, Plates, Sup- 
plies, Paper Stocks . . . every facet of your production 
operations. A copy sent free to ALL DAVIDSON OWNERS 
in exchange for the serial number and model of your 


Davidson Dual-Lith. # set in Reditype 


4 


* AN3NgIND3 13” 


DON’T OWN A DAVIDSON? .. . r [] The Serial & Model No’s. of my Davidson are 
You may have this informative 
Operations Manual, the price is $5.00 
per copy. Use the attached coupon, 
and make your check or money [J | enclose my check for $5 
order payable to: - t 
ame _ itle 


Sh DAVIDSON CORPORATION Company 
A Subsidiary of Mergenthaler Linotype Company | 
29 RYERSON STREET, BROOKLYN 5. NEW YORK | Address 


— EEE 
For More Information Circle No. 


Send my free copy of the Manvol 
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The right answer at the right moment 


with world’s smallest 100 % automatic calculator, 


Long distance on the wire — Paris 
New York Unprepared, 


you must make an intricate calculation in 


London ... 


a matter of seconds. But the telephonesize 
Facit ESA-O is alongside to make sure 
you're not caught napping 

Anyone — even your office-boy — 
can master the Facit ESA-O after 15 min- 
utes’ practice. The smallest fully automatic 
calculator in existence, it has an “adultsize” 


keyboard — burt with only 10 keys! Con- 
venient five-finger span enables you to da 
calculations with one hand while making 
notations with the other 

Precision-made parts of fine Swedish steel 
are your guarantee of durable performance 
— thousands of Facit calculators produced 
20 years ago are still in daily use. Ask for 
our illustrated brochure FB 24 to find out 


about Facit’s special refinements 


FACIT 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 
404 Fourth Ave., New York (6, N, Y. © 114 Sansome St., San Francisco 4, Calif. 


For More information Circle No. 235 
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plicate of the check and voucher serves Surveys 


as our check register. 


The totals provied by the machine Are All Right 


charges tor services, payments received, 
and accounts payable—are posted daily 
to the general ledger. This, in effect, IF They Produce! 
gives me a daily, accurate picture ot 
my business activities. HARRY H. FITE 

Our books are closed on the 25th of Management Engineer, Office of Business 
the month. Statements are in the mail & Industrial Management, Office of the 


Deputy Chief of Staff for Logistics, 


on the 26th. This sound business han peven + of the Bi Washington, D.C 
artment of the Army, Washington. D. C. 


dling of accounts encourages prompt 
payment and our delinquent accounts 
have decreased steadily since we began WAS SITTING out in my garden 
the system. when I got to thinking about the 

My receptionist-bookkeeper has fr sins top management people and cap 
quently expressed pleasure at the speed, tive management engineering - staf! 
implcity and automatic features of the sometimes commit against the operating 
system—and especially for no longer people. I was thinking about some in 
receiving phone calls from patients stances I’d heard about in Government 
wanting an explanation of charges. As I thought that top management people 
postings are made on the machine, they and captive management engineering 
are proven for accuracy. However, my staffs shouldn’t treat operating peopl 
greatest benefit has been the reduction that way. Why don’t Government peo 
in time that I must devote to the record ple ever learn? Then I got to thinking 
keeping work. All I do is dictate about people I know in business around 
services. and about and how they’d told me th 


A 4 , 
WH. COLZIL /3 UsNeE4SA hdewdand 


THIN PAPERS 


to reduce typing, mailing and filing expenses. 


we suggest Fidelity Onion Skin 


ESL EEC K Clearcopy Onion Skin 


Superior Manifold 


for Thin Letlertieads Contes ecards 


EFSLEECK MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 


For More Information Circle No, 232 
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‘COSTS CUT 
60¢ per hour 
per machine’ 


“... Simplified our time study and 
cost analysis.” 


. and, we will install your units on 
all our machines.” 


. meets all our requirements. Ship 
35 more units at once.” 


— just a few of the many com- 
ments we receive daily about... 


PRICE $55. 


©@ This precision instrument provides accurate, 
permanent, chronological data about any machine, 
process or system in plant or office...on a con- 
tinuous chart-roll which lasts four months. Uses 


no ink. Totalizer shows accumulated “on” time. 
Descriptive literature OF on request. 


RECORDER DIVISION 
HEAT-TIMER corporation 
657 BROADWAY, NEW YORK 12,N.Y. 


For More Information Circle No. 214 


| Friday 
| utilization 





=waitt to———. 
Lansdale Products Corporation, 


Lassdale 


For More Information Circle No. 215 





lif several 


Sami things 


Now the 


Happened to them 

long and the short of it is 
just this. Captive management engineer- 
ing staffs make surveys. That’s why top 
management people capture them in the 
first place 20 they won’t have to go to 
all the trouble of tracking down one 
of those fugitive outside management 
staffs. Top management 
people must like surveys real well or 
they wouldn’t do it. The captives like 
to make surveys because that way they 
get out and around a little. Before you 
know it you’ve got surveys coming out 
of your That’s what makes the 
operating people mad. As one operating 
man me: 

“Before you know it, these jokers 
think they’ve got a right to make a sur 
vey anytime they feel like it and they al 
ways feel like it. So on Mondays we 
get organization surveys and on Tues 
days procedure surveys and maybe by 
they work up to manpower 
and that’s the kind 
that the most.” 


Whenever you got a 
an obligation. Maybe it 
management 


engineering 


ears, 


said to 


survey S, 
hurt 
right you got 
those captive 
engineering people, and 
more especially their thought 
about their obligation as well as their 
rights things would be better for oper 
ating people. Whenever 
talking about 
management 


bosses, 


you get to 

management with top 
people they invariably 
“You give a man a job to do, you 
tell him what to do, but not how to do 
it. That’s the way to business. 
That’s the way | 


say, 


run a 


aos 
run my business! 


If making a 
department 
(and sometimes illicit) 


survey ol 
isn’t an 


an operating 
implicit, explicit 
violation of this 
high-sounding principle, I don’t know 
what is. I believe that 
good thing under the proper circum 
They need not represent a 
violation of good principles of manage 
ment if carried out with an eye to the 
obligations they carry with them and 
important qualifications to 
the principle itself understood. 
These qualifications, at I see them, are: 


surveys are a 


stances, 


are 
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"Where does he find time to do so much?" 


Here is a man who has discovered a new source 
of time, the most critical factor in today’s 
business ... It’s right here in his handsome 
time-engineered” Shaw-Walker desk. A marvel 
of efficiency, its drawer space, height, working 
area all give the man who sits behind it a clear 
mind as well as a clean desk. He can do more 
and do it better with less strain on both mind 


and body. 


“Time-Engineering” is the exclusive quality 
that makes this desk and all Shaw-Walker 
equipment valuable profit tools. For never before 
has the efficient handling of paper work and the 
conservation of time been so important to profits 


Since 1899 Shaw-Walker has developed over 
5,000 “time-engineered” products for American 
business. There are desks, chairs, Fire-Files, filing 
cabinets, loose-leaf and _ payroll 


everything for the office except machines. 


equipment 


FREE TO OFFICE AND PURCHASING 
EXECUTIVES The new, 292-page Office 
Guide containing hundreds of ideas 
on how to ease and shorten office 
work. Write, Shaw-Walker, Muske 
gon 5, Michigan, Request on busi 


ness letterhead please 


GHAW-WALKER 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 





Executive Offices at Muskegon, Michigan 
Branches, Dealers in All Principal Cities 


For More Information Circle No. 258 
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1. Higher management can never 
completely sidestep defining the how of 
the job—defining method within broad 
limits or at least indicate how not to 
do it. Hence if higher management 
takes the principle too literally it is not 
doing its whole job. 

2. Higher management by virtue of 
being “higher” has perspective, can see 
relationships not perceptible at 
levels and thereby can make a 
contribution to improving the 
the way a job is done. 

3. Higher management can afford 
centrally, on a pooled basis, skill and 
expertise which it would be too ex- 
pensive to spread around generally at 
the departmental, divisional (or 
you will) level. 

The other side of is that if 
indeed there are these justifications for 
top management to survey the operating 
level through its agents or any outside 


lower 
unique 
“how” or 


what 


the coin 


there is a concommitant 
that the 
that 


organization, 


obligation to see to it process 


contributes improvements vastly 


From 
principles oi 


outweigh the disruptive effects. 
the application of the 
scientific management through the de 
finition of the mission, organization, 
procedure or method, ete., the survey 
process, whether you call it management 
audit, manpower utilization or 
thing else, must evolve new ways of do 
ing business which represent clear dem 
gains in cost, quality or time. 
The benefits ot 
cannot be 


SOME 


onstrable 
recommended changes 
merely a matter of opinion 
The burden of proof is on the surveyor 
every step of the way with all borde1 
favor of the sur 
doctrine 


line cases decided in 
veyor. Any other 

There are several 
laries to this position which are given 
universal lip service and yet so genet 
ally ignored in practice that they are 
worth restating: 

1. A survey is routine 
ter to the survey. Yet 
there is a dangerous tendency to treat 


is anarchy. 


important coro! 


never a nat 


subject of the 


them so on the part of those who author 


ize them. As a rule of thumb it seems 





retractable ©, 





REVELATION 


oo @, wee Be: 


r ae | 
1000 | 
nen 
23 ec. | 
— 


b-- a ee 
| 2Bcee. | 26cee. | 24 ec. 
i | j 


Price includes 1- to 4-line imprint 


ORDER 
NOW! 





as turn fo write turn bock to retroct 
tomorrow! 


Liquid lead 


Comes in yellow, red, blue, green and black barrels 


74 WASHINGTON STREET, WEW YORK 6, NW. Y. * Digby 4-8260 


makes a fine, 
erasable 
pencil line. 


Never needs resharpening 
Point can't break 
Renewable eraser 

Will not smear or smudge 
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4 10 8 INSERT : NVELOPE 
FEED BOXES:  ¥F EED BOX 


eee ....... COUNTS 
— [e METERS 
WD ~ pestis)... POSTAGE 


revolutionizes /2—=—ai 
mailing with 4 ’ , 7. : STACKS 


INSERTING & 
MAILING MACHINE 


Inserting & Mailing Machine 
performs all of the operations in 
preparing your mailings 

in continuous sequence 
automatically. 


INSERTING AND MAILING MACHINE CO. 
Phillipsburg, New Jersey 


[} I'd like to see a demonstration oat 


a local installation 


INSERTING AND 
MAILING MACHINE CO. 


PHILLIPSBEURG NEW JERSEY 


[-] Send brochure Wider Horizons with 
Mechanized Mailing 


Nome —_— 
Firm 


Address —____ 


ae Zone State —__ —— 
0-9-55 


For More Information Circle No. 170 
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CY 
G Ww bo yep 


MAIL 
THIS COUPON TODAY 
for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS 
Please send me FREE copy of “How To Get Greoter 


Service and Valve From Your Records and Letters.” 


Nome. 
a 
Compony 
Street__.— 


a 


Please Print Plainly 


A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 


for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


¥% Judge poper properties and their value. 


% Determine the effect of paper prices on 
total record or letter costs. 


¥% Get correct, most economical grade for 
each specific need. 


¥% Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 


“ss 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS, BONDS, INDEX 
BRISTOLS & LINENS 
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fair to ask that a survey of a major 
element of any organization should have 
the constant surveillance if not direct 
supervision of a top management figure 
2. Staff assigned to the survey should 
be mature, expert and capable of in 
spiring respect of the group under 
scrutiny. Unbelievably, this rule is con 
stantly violated by managements too 
stingy to hire top flight staffs for their 
internal groups or too careless to make 
sure that private organizations are as 
signing well-trained permanent stafi 
members rather than pick-up crews hired 
from job to job. 
3. The method employed on the su 
vey must be the most parsimonious 
possible of the time of the surveyee, 
a. The job should be done by the 
smallest possible team of surveyors sup 
plemented by assistance from the or 
ganization to supply quick compresen 
sion and knowledge of “where to look.” 
b. The survey should be well planned 
and organized in advance on the basis 
(Continued 


on page 154) 


em 


Systems Meeting 


HE Systems & Procedures Assn. of 


America will hold its 
nual International Systems Meet 
ing in Detroit, Oct. 10-12. General 
chairman of the conference is Dar E. 
Tisdale, Pioneer Specialty Co., Dept. 
OS, 6537 Russell St., Detroit. Mr. Tis 
dale, is past president of the SPA’s De 
troit chapter and a national director 
of the organization. The conference, en 
titled “Workshop for Management,” 
will feature well-known authorities in 
many fields of systems engineering, 
who will address business executives in 
a series of general sem! 
nars during the three-day meeting. 
For the first time, seminars on latest 
management developments will be held 
inside Detroit businesses and industrial 
plants. The unique industrial site meet 
ing will take executives to the plant and 
office conference tables of such leading 
Detroit General Motors, 


Kighth An 


sessions and 


concerns as 
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Multilith, Davidson and 
W ebendorfer operators! 


STOP Mis-feeds 


with Wale FLOATING NOZZLES! 


Having feeding trouble with your 
OFFSET duplicator? 

Cut waste and operating costs — feed 

tissue, card, book paper without mis- 

feeds! 


Shown installed on Davidson Duplicator 


WRITE for complete informa- 
tion and "Pressman's Paper 
Feeding Guide" packed full of 
tips on paper feeding. 


Wale Floating Nozzles* 
300 Broadway, San Francisco |1, California 


Please send information on Wale Floating Nozzles 
for offset duplicator and FREE COPY 
of ‘'Pressman's Paper Feeding Guide" 


Name 
Company 
Address 


City and State 


*Monufactured by Roller Press, Son Francisco 
For More Information Circle No. 231 
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Committee members of Systems & Procedures Assn. of America discuss the in-plant seminars 
for their International Systems Meeting, Oct. 10-12 in Detroit. Shown are Joseph MacQueen, 
Allan Wood Steel Co.; Charles C. Chase, M. W. Kellogg Co.; Donald Titus, Fairbanks & Asso- 
ciates; Dar E. Tisdale, Pioneer Specialty Co.; Edward Hagan, Square D Co.; Wendell Morris, 
Detroit AAA; George Sullivan; Louis Doyle, Detrex Corp.; Wendell Fathers, Detroit Edison Co.; 


Lawrence Peck 


Detroit Inter-Insurance Exchange; 


Frank Engle, American Incinerator Co.; 


David Merriman, Argus Cameras; Robert Valade, Beauty Counselors, Inc.; William Boesch, 
Park Davis Co. 


Ford, 


roughs 


Edison, Bur 


Accident 


Chrysler, Detroit 


Corp. and Standard 
Insurance Co, 

Guest speakers will include John P 
Ht. Dethman of Ford Motor 
Clifford |. Haga of the University ol 


Minnesota, David Woellner of 


"EAZY-READ" 
MULTIPLE FORMS 


Another QUALITY development by 
American Lithofold. Exclusive 407°" bond 
eombined with pecial carbon paper 
Proved easier read right down to the 
20th copy typewriters 


PRE-TESTED AT 
100 TIMES 
NORMAL SPEED 
FOR PERFECT 


UNATTENDED RUNNING 


on your automatic 
machines! 
Write for FREE 
Samples 


Con 


AmeniCan 


a j 
eo ovation, 
$00 BITTNER ST 1 (oul 15 MO 


For More Information Circle No. 200 
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Co.., Prof. 


solidated Vultee, Ray R. Kppert of 
Burroughs Corp., Richard Neuschel of 
McKinsey & Co., Dr. John Mauchly ot 
Rund Ine, Dr. Wesley 
Wiksell of Louisiana State University, 
and many other leaders in the field ot 


management. 


SAVES TIME-WORK-MONEY 


Remington 


The Roll-A-Matic Hand Printing Wheel is 
handsome and ruggedly built All metal 
parts are steel, cadmium plated and mid- 
night blackened 
Thousands of 
from one 
rollers 
Unit weighs 27 oz. and is 2%” by 
around Use of Interchangeable type per 
mits quick coding changes on cartons, 
drums, wood boxes, et« 
Write for Data Sheet on above 
and other Modern Marking Methods. 
FORCE WESTERN, Inc. 
216 W. Jackson Bivd., Chicago 6, Ill. 
Randolph 6-6937 


For More Information Circle No. 201 


Impressions are obtainable 
inking of the Spanish felt ink 


10%” 


Tue Orrice—September, 1955 








COMBINE cuecs PROTECTING, CHECK SIGNING 


AND DATING 
AUTOMATICALLY 
WITH THE F & E 


ROYAL COMPANION 


Si-O Mates 


(Check Signer) 


{ND DATER 





SHOWN WITH THE F &E 
ROYAL PREMIER 
ELECTRIC CHECK 

PROTECTOR 


fmounts up to $1,000,000.00 
WITH FULL &-BAINK KEYBOARD 


Accommodates single, duplicate or triplicate checks 
“% 
Vanufactured By 


THE HEDMAN COMPANY 
Chicago 14, Illinois 
SALES AND SERVICES IN ALL PRINCIPAL CITIES. 


(MAIL COUPON) 


THE HEDMAN COMPANY, 
1158 W. Armitage Ave., 
Chicago 14, Hl. 


PROF 
ie 7° 


Please send without obligation complete infor- 


' 
i 
' 
' 
\ 
' 
(3/ ' 
i 
1 mation on the ROYAL COMPANIONS. 
' 
' 
Jl 1 
' 
' 
' 
' 
' 
' 
' 
' 


INDIVIDUAI 
% COR 
FIRM 
SINCE 1914 


ADDRESS 


CITY 
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R.C. Allen 


on ar 


with a MEMORY 


; 
& 


| 
i 
} 
i 
| 
[ 


the 


RECALL 
key 


... gives this machine a “memory”... restores the last 

amount printed, instantly! Depressing this key simultaneously 

with the proper motor control speedily and accurately repeats debit 

or credit items, corrects listed errors, reverses debit or credit totals, mul- 
tiplies totals and restores totals printed in error, all without re-indexing! 


For More Information Circle No. 3449-—> 


i 





No other adding machine has it. No feature since Credit 
Balance compares with the importance of 

the exclusive RECALL Key which gives this 

machine its “memory”. This feature 

makes it possible for the standard con- 

trol keys to accomplish more, with 

fewer motions and 

fewer opportunities for error 

than ever before. 


Only a demonstration can 
do justice to its unlimited 


advantages for you... anditsmany 
efficiency features which include automatic 
step-over multiplication with positive 

back-space correction key, and single-double- 
triple cipher keys. 

Call your R. C. Allen dealer today for a 
demonstration or write for the colorful brochure, 
“The Adding Machine With a Memory”. 


KEYBOARD ADDING MACHINES, A WIDE RANGE OF 


MANUFACTURERS OF FULL 
OF DESK-MODEL BOOKKEEPING 


SPECIALIZED CASH REGISTERS, A POPULAR LINE 
MACHINES, AND THE WORLD'S MOST ADVANCED TYPEWRITERS 


R.C.Allen Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids 4, Michigan 





the superiority of 
Manifest Bond 


SUPERIOR TEXTURE—Proven in 10 Seconds! Manifest Bond is than most other economy 
You need only feel the smooth, printable quality sulphites! 


sustace of Mantieet Bend! SUPERIOR PERFORMANCE Proven in 30 Seconds! 
SUPERIOR COLOR-—Proven in 10 Seconds! Your Eastern merchant can show you in one-half 
Compare under natura! or artificial light. See minute—to your complete satisfaction—how the 
instantly the brighter, whiter, cleaner quality of dimensional! stability and micromatic trimming 
Manifest Bond! of Manifest Bond insure smooth feeding, sheets 
SUPERIOR STRENGTH — Proven in 10 Seconds! that take ink evenly —look like a lot more than 
It'll take no longer to find out how much stronger they actually cost! 


If you’re willing to spend one minute to find out why Manifest 
EASTERN Bond is preferred...call your Eastern representative today! 


‘i Pelaliizt-3 a —lelare 


“QUALITY WITH ECONOMY” 
A product of Eastern Corporation « Bangor, Maine 


CECELL ENCE Om Fome Parte 


For More information Circle No. 108 
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How J Baltimore Business Form 


takes the place of 


—and helps speed Musselman’s 
fine food products to your table 
at the same time! 


The C. H. Musselman Company, Bigler 
ville, Pa., famous as a packer of fine food 
products, has been a customer of Baltimore 
Business Forms for many years. Recently, 
our experts devised a way to incorporat« 
five different forms— invoice, railroad bill 
of lading, truck bill of lading, shipping order 
and factory release form—in one. Result 
Less paper work, speedier invoicing, and 
most important, faster shipment of the 


[= 


SJ) 


company’s products to your grocer—and 
your dinner table! 


WHAT'S YOUR PROBLEM? Since 1916 
3altimore Business Form’s design and man 
ufacturing experts have solved countless 
problems in serving over 60,000 of the na 
tion’s leading business houses. Our wealth 
»f experience in designing forms to fill specif 
ic requirements ideally qualifies us to help 
you. Remember, often a single suggestion 
may save hundreds even thousands 

of dollars for your company. So, write us for 
help in solving your business forms prob 
lems. There’s no obligation, of cours 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY 


Saving time and reducing costs in business and industry 


3144 Frederick Avenue, Baltimore 29, Md. 
For More Information Circle No. 133 
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THIS NEW PEN WITHOUT 
FILLER-ASSEMBLY IS CALLED 
DUO-CART BECAUSE OF THE 
TWO INK CARTRIDGES, ONE 
WORKING AND THE OTHER 
AS RESERVE. 


whi n 
ariation 

1ir induction 
the emi-shielded 
and built of 14 carat 

fitted with a pure 
miridium tip. It is possible te 
t from a range of 11 tip 
The cap is made of 18 
gold plated ZR alloy or 
stainless white alloy. The 
refilled by an ink cart 
je plugged into a cartridge 
holder, independent from the 
external body. This holder 
ntains two cartridges each 
f which is used in turn by 
sing this cartridge assem 
The cartridges are made 
f polythene and have an ink 
ipacity of 1, ccs each. 


in acoust device gives a 
j 


nstant reminder when n 
ne cartridge remains in the 


older, 


ITALIAN PATE) 
Patents pending 


AURORA 88—!, Via Arcivescovado—Torino—ltaly. 
For More Information Circle No. 189 





Insist on this nine-point test 
before buying any copying machine! 


What about that copying machine you're going to buy? Will it live up to al// your 
expectations ¢ 

Will it copy from colored papers ? ® Will it copy from colored inks, 

Will it copy fine details ? pencil, crayon? 

Will it copy from double-sided material ? * Will it copy from spirit duplications ? 

(one or both sides as required?) ® Will it copy signatures ? 

Will it copy from opaque material ? ® Will it copy the sizes you need? 


® Will it copy from inks not having a carbon base ? 


Check now and prove to yourself that only Copease gives complete satisfaction on 
all nine checks. Copease not only handles the complete range of office copying, but does 
95% without even a dial adjustment. So versatile, so foolproof that you always get clean, 
dry, non-curling copies in seconds, jet black on permanent white. 

Copease copies of pencil, any ink, crayon, typing, stencil and spirit duplications, 
offset and printing rival the original for clarity and neatness. And Copease copies under 
any light, even low-hanging fluorescents. 


Be sure the copying machine you buy lives up to all your expectations. Get your 
full money’s worth with Copease, the photocopier that gives complete satisfaction. Prove 
to yourself that Copease copies everything NOW with this special FREE 3-day office 
trial. No obligation. Send now! 


Offices: New York, 270 Park Avenue, PLaza 3-6692 * Los Angeles, 
3563 Wilshire Boulevard, DUnkirk 5-2881 * Chicago, 
201 N. Wells St., ANdover 3-6949 * Distributors in Principal Cities 


COPEASE CORPORATION, 270 Park Avenue, New York 17 
BOX 09 


Copease * Gentlemen: I'd like to have a free 3-day trial of 


I I Citric caesonsicetadejaonssssssvonioonecnstinn , 


Dupler Please send free literature 
Name.. 


PHOTOCOPIER Firm Name....... 


Address. 
* Trademark City 
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Spee-D-Ada 
. Here are <> Smart 
ways to speed up your 


mailings...use Dennison 
Addressing Labels 


Lei SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
one insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2'%/6” x 
1”, per sheet. 


2S. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2',5” x 
15/46”, per sheet; 132 to set. 


All with Dennison special formula 
gumming for tight adhesion 


At your stationer’s or write for 
the name of your nearest dealer. 


<Dein ROLLS. Quickest, easiest ° 
for one-time mailings. Labels come 
in continuous strip for convenient MASSAC 


typing and attaching. 1000 labels, FRAMINGHAM, 
rad x A 


HUSETTS 


For More Information Circle No. 150 
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*Pat. Pending tTrade Mark 
ttlicensed under DuPont Patent 


A new way of life in the office 


‘PARTITION-ettes*' 
and OFFICE-ettes'' 


modular, 
packaged offices in both 


steel and wood 


Manufactured by 


ARNOT-JAMESTOWN DIVISION 
AETNA STEEL PRODUCTS CORPORATION 
JAMESTOWN, NEW YORK 


For More Information Circle No. 148 
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5o many offices do have Clary Adding Machines 
the wish of these girls in business school is 

almost sure to come true! 

Making a job a joy seems to be a special talent 

of Clary. Never has a 10-Key or Full Key machine 


combined such speed and quietness with simple operation 


Or so much beauty on top of beautiful engineering. 
Never such instant response, as with Clary’s Power Control 
Or such easy multiplication and division. 

Over 150,000 businesses are proving that office people do best and are happiest with Clary. Call today 
for a demonstration in your office. The yellow pages list your nearby Clary dealer or Factory Branch Office 
CLARY CORPORATION, SAN GABRIEL, CALIFORNIA 
Creator of modern adding machines. cash registers. electronic equipment, automatic controls, awcraft components for America and the World 


For More tnformation Circle No. 106 
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PATENTED 
EFFICIENCY 
in the 
Use of 
CARBON 


. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U. S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


For More Information Circle No. 161 
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neenah <in- ra: 


boxed typewriter papers 


~ 
a ~ 


a“ 
P 


for | 
strength _ 
ee 4 


= 


prestige 


permanence 


The long cotton fibers in Neenah papers take re- 
peated erasures without surface mar. Your type- 
written pages are cleaner. 

The long cotton fibers take repeated handling with- 
out dog-earring or breaking down. 

Neenah papers are tub-sized and air-dried for a more 
luxurious typing surface. They are brilliantly blue- 
white for added prestige. 

Ask your stationer for Neenah, the finest in boxed 
typewriter papers. 


Ne nah is Americas most complete line of fine busine paper 


Old Council Tree Bond rag 
Success Bond 75% rag 
RIEL co cons scacees 0G rag 
Neenah Bond 25% rag 
Old Council Tree Onionskin. .100Z rag 


Success Onionskin 5% rag 

Neenah Onionskin 5% rag : 
Finishes—bond and cockle 

Weights—substance 7,9, 13, 16,20 and 24 Nblad LAhba Ba vat 


Sizes—8% M4 3;8%x 14 
Neenah i il y ilal le ream wrapped 


NEENAH PAPER COMPANY ~ Neench, Wisconsin 


For More Information Circle No. 147 
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OF DISTINCTION 


METAL-LUX 





Mustreted 


gpa dies ton ras « dealers canit if you heven't yet 

M8000, Executive a" , : he shored in METAL-LUX 

Posture Chow j y , sales end profits, write 

M5000, Matching ‘ chairs that give them ever i advantage for full literature todey 
Side Arm Cher q the merit of clean, modern beauty 1 


before attained in a metal chair, superlat 


eat, comfort and construction—and such obvi Visit us in 
good value. MILWAUKEE METAL-LUX sells Room 536A 
on sheer superiority NSOEA Convention 
Conrad Hi.ton 
Hotel, Chicauo 
MILWAUKEE METAL FURNITURE COMPANY 
101 N. Campbell Ave., Chicago 12, Iilinois 


For More Information Circle No. 183 
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HS 

f 
flamann CALCULATORS 
make your profit 


HAMANN CALCULATING MACHINE CO. 
1808 SHUNK STREET, PHILADELPHIA 45 


ETE 


"aE e, id 
aaa Hes a LL. 


For More Information Circle No. 103 
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KETS 


LERS AND BLAN 


y-LITH ROL 


RCUR os 
<4 Multilith printing m 


for 


achines 


H ROLLERS 


MERCURY - -GRAP hines 


c 
for Multigraph duplicating mo 


MERCURY “PRODUCTS 


You get extra mileage from these superior 
rollers and blankets because they are 
extra durable. They are built to meet the 
same severe standards as the heavy duty 
rollers and blankets used on the world’s 
largest lithographic and printing presses. 
As a result they outlast ordinary duplicator 
accessories and give far finer reproduction. 
Try a set and see the difference. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET . CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 
For More Information Circle No. 145 
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SIMPLIFY YOUR SHIPPING 


P A P E R W 0 q a s ee Time and labor can be saved by 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 
responds with paperwork. No expensive equipment. Clip the coupon for 
full details. 


MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 


Weber}; -: 


INDIVIDUAL 


Weber Marking Systems 
Dept. 8-! 

Division of 
Weber Addressing Machine Co. : ZONE STATE 


ADDRESS 


Mount Prospect, IIlinois 


For More Information Circle No 
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step up office 
efficiency 


Efficient filing is a must in today’s business world. That's 
why more and more concerns look to Invincible — for 
the files with the ‘‘business-engineered” features. Ball- 
bearing guide rollers, finger-touch compressors, handles 
with built-in drawer latch are just a few features that cut 
filing clerk fatigue. What’s more, smart, distinctive styl- 
ing adds new beauty to any offices. See the feature 
packed Invincible line today. 


Tabulating Cord 


Set the pace for better business living 


INVINCIBLE | 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN — 

5, 4,3, ond 2 

In Canoda Drawer Lerter 

A. R. Davey Company Limited, Factory Representative and Lego! Files 

175 Bedford Road. Toronto 5, Canada 

For More information Circle No. 153 
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Eleanor Wright, operator, and Harold E. 

Jones, duplicating division supervisor, Federal 

Reserve Bank, Los Angeles, where a Geha 

Model 160 Stencil Duplicator is used to ac- 

curately register fill-ins on printed forms. The 

Geha is distributed by Milo Harding Co., 
Monterey Park, Calif. 














This safe, in the Jefferson Memorial Hospital 

at the University of Maryland, Baltimore, is 

lined with lead to safely store radium. Safe 

was made by Meilink Steel Safe Co., Toledo 
Ohio. 


September, 1955 


THE Orrice 


Nick Kenny, columnist on the New York 
Mirror, uses a Minifon pocket recording ma 
chine to dictate notes for 
Minifon is distributed by 
Chicago 


his column, The 
Geiss-America 





Chester Soucek, 
former world's ama 
teur typing cham 
pion, dazzles Ger 
trude Berg, ‘Molly 
Goldberg” of TV 
fame, with his speed 
on her new Under 
wood DeLuxe Port- 
able typewriter. Mrs. 
Berg, who has writ- 
ten more than 10 
million words in 
longhand for her 
radio and television 
show, “The Gold- 
bergs,’ chose her 
25th anniversary in 
show business to 
learn to type. 





The ballroom of a 
private mansion was 
converted into office 
space for 18 agents 
of Willard Momsen 
Agency, Milwaukee 
insurance firm. The 
1,250-sq. ft. area 
was divided by 
Arnot Jamestown 
Partition-ettes in- 
stalled by Auckley 
Equipment Co. at 
approximate cost of 
$145 per employee. 


Credit Exchange, 
Inc., New York, han- 
dies 5000 credit in- 
quiries aday. Equip- 
ment shown includes 
Steelmaster Desks 
(394) made by Art 
Steel Co. Credi- 
phonic recorders 
(395) made by 
Magnetic Recording 
Industries, Inc., and 
a 40-ft. Novak Flat 
Belt Conveyor (396). 
For information on 
any of these prod- 
ucts, circle the pa- 
renthesized number 
on Reader Inquiry 


Card. 





Conference room of 
Walt Disney Produc- 
tions, Inc., in New 
York, showing 10-ft. 
table from the 
Group-8 office line 
of Jens Risom De- 
sign, Inc., New York, 


Featured in the Rem- 
ington Rand spon- 
sored typewriter dis- 
play of Industrial 
Progress USA, an- 
nual traveling exhibi- 
tion of the Henry 
Ford Museum and 
Greenfield Village 
Dearborn, Mich., the 
Remington Model 
One stands side-by- 
side with the Rem- 
ington Electric of 
1925, in dramatic 
contrast to their ma- 
chines of today. 


——en 





U. S$. Commissioner 
of Patents Robert 
C. Watson. second 
from left, makes 
personal presenta. 
tion of patent on 
xerography to in 
ventor Michael D 
Phillips of Battelle 
Memorial Institute 
Columbus, Ohio. 
Frank A. Steinhilper 
manager of patent 
department of Ha 
loid Co. and Con 
gressman Kenneth 
B. Keating look on 
Patent, which is ex 
pected to benefit 
medicine and indus 
try, was assigned to 
Haloid 





A New Office 
In Philadelphia 


Towers, Perrin, Forster & Crosby, Inc., pen- 
sion and reinsurance consultants, recently 
opened new offices on the I2th floor of 3 
Penn Center, Philadelphia. 

For the past five years, this firm has used 
the following payroll method which is en- 
dorsed by employees and the bank. Monthly 
deposits of the entire payroll for their 150 
employees are made in the bank and credited 
every payday to the individual account of 
each employee. Each employee receives a 
duplicate deposit slip indicating amount 
deposited to his account. Though the com- 
pany absorbs service charges incidental to 
such accounts, it finds the plan economical. 


Wide corridors provide space for each assist- 
ant directly outside the door of the executive 
she works for. 


Corner offices open 
into large area where 
other staff mem- 
bers work. Fluted 
glass and recessed 
lighting give ade- 
quate __ illumination 
for working. Carpet 
and sound _ proof 
ceiling absorb noise 
from machines and 
voices 
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J. H. Shreiner, vice 
president, TPF&C, 
selected modern fur- 
nishings for his of- 
fices. At left of 
photo note conver- 
sational grouping of 
imported occasional 
chairs and three- 
sided table, and re- 
cessed file cabinets 
and closet in corner 
of office. 


Small individual of- 
fices for TPF&C jun- 
ior executives and 
men in training have 
been made possible 
without any loss of 
space by the exten- 
sive use of clear 
glass and color vari- 
ations. 
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Model of a 13-story (height limit) office building being erected by Tishman Realty & Con- 
struction Co. in Los Angeles. As designed by Victor Gruen, architect, it will have a five-level 
garage for 300 cars, a flexible air conditioning system and traveling platforms for cleaning 
windows, Vertical aluminum louvers on the west and east facade and horizontal aluminum 
sunshades on the north and south sides, will control the sun. Occupancy will begin in December. 


Ryan Aeronautical 
Co., San Diego, 
screens a hundred 
applicants a day for 
605 job classifica- 
tions by using pho- 
tographs to illustrate 
jobs, machines and 
skills. The indexed 
loose leaf binder of 
photos show the ap- 
plicant exactly what 
is required, no mat- 
ter what it was 
called where he 
worked before. 
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RCA Uses 
Shelf Files 


Radio Corp. of America's Engineering Prod- 
ucts Division plant in Camden, N. J., has 
saved 25%, in filing equipment cost and gained 
30% more floorspace by installing open 
Hallowell Adjustable Steel Shelving for some 
of its active files for purchase orders, con- 
tracts, blueprints and correspondence. 

All shelves are equipped with label holders 
as are the ends of every bank of units. Shelves 
are spaced at one-foot intervals. Vertical 
dividers, extending the full distance between 
shelves, are clipped in at 4" intervals. In the 
event different shelf or divider spacing is 
needed in the future, the |"' centers for both 
shelves and dividers will permit various altera- 
tions for filing requirements. In some units, 
dividers were omitted in the top shelves to 
allow the full area to be used for storing 
paper and other office supplies. The shelving 
is manufactured by Standard Pressed Steel 
Co., Jenkintown, Pa. For additional informa- 

Safety ladder allows clerks to reach 8-ft. high tion on these shelf files, Circle No. 393 on 
shelves for supplies and less active files. Reader Inquiry Card. 


i MLB ae 
| | DUM (in 
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The fact that files are in active daily use prevents dust from collecting. Files and shelves 
require occasional vacuuming along with the rest of the office, but shelves do not provide 
a catchall for unfiled papers, hats, umbrellas and miscellaneous matter. 
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Office in the new bottling plant of Canada Dry Ginger Ale, Inc., Maspeth, N. Y., showing 
Harter Posture Chairs and desks by All-Steel Equipment, Inc. The entire installation, including 
cafeteria furniture shown below, was made by Itkin Bros., New York. 








If you’re with a public utility 


...a Wholesale house or advertising agency 


. 
--.Or an engineering firm — the lriden 


can show you remarkable figure-savings 


-+-in a range of sizes and prices 
meeting al! figuring needs 


More businesses of 

every kind, every day, 

mechanize their figuring 

with the fully automatic Friden 

Calculator —for this reason: 

The Friden performs more steps in 
figure-work without operator decisions 

than any other calculating machine ever 
developed. Operator decisions (thinking plus 


motions) take time — much of which is saved by 

Friden figure-thinking. Time-savings on 

payroll, invoices, inventory, discounts, 

cost control — all business calculations — 

amortize quickly the cost of this machine. 

And operation is no problem: So automatic Products of Friden: THE AUTOMATIC CALCULATOR 


is the Friden that anyone can use it THE NATURAL WAY ADDING MACHINE » THE COMPUTYPER 
with the simplest instructions. THE ADD-PUNCH MACHINE 


The Thinking Machine 


of American Business 


Friden Man to show you some examples with your own figure-work. Friden sales, 
instruction and service available throughout the U.S. and the world. Fripen CALCULATING 
MACHINE Co., INc., San Leandro, California. © Friden Calculating Machine Co., Ine. 


For More Information Circle No. 130 
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2 Stecal ACCO 


PRODUCTS 
} / b 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers” is as true today as 50 years 
ago. But today there is an almost 
unlimited selection of Acco products 
to insure filing efficiency in every 
department of your business. Your 
stationer will be glad to show you 
the Acco line and discuss your use of 


the newest Acco products 


The BFC Accopress Binder 


Makes file 
library of neatly bound and titled 
books. the famous BF 
standard Accopress but 
equipped with an adjustable, ex- 


your binders into a 


Similar to 
Binder 


pandable (up to 6”) back flap to 


provide a tight, flat indexing 


The Accopress 


Pin Prong Binder 


For the 


punched sheets used in many office 


binding marginal pre- 
machines. Available in many sizes 
in a choice of genuine pressboard 
or heavy binder board covered with 
canvas or black pebble grain cloth. 
The 


permanent 


binder—for 
file 


with an Acco Fastener having very 


temporary or 
use—is equipped 
narrow prongs. An indispensable aid 
to orderly, safe filing of business 


machine forms. 


surface 


regardless of the thickness of the contents 


of the binder. Economical. and ideal for 


binding all papers. 


ACCO PRODUCTS, INC. », 


New York 


Ogdensburg 


Canada: Acco Canadian 


Co., Ltd., Toronto 





For More Information Circie No. 182 
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Speed truck deliveries with Ozalid 


Truck drivers often wasted hours waiting for invoices. 


Deliveries were delayed, customers complained... 


Now this food manufacturer uses a 
translucent order form, hand written. 
Terms, route, invoice number, prices and 
extensions are entered on the form. And 
Ozalid copies serve as invoice, packing 
slip, delivery receipt, sales records. 

Trucks are hours ahead of their old 
schedules. Delivery control is improved, 
errors avoided, invoicing time and costs 
greatly reduced. 


Ix your own company, you can find 
any number of Ozalid applications which 
will do away with retyping, and copying 
on cumulative records and reports, order 
filling and purchasing. Ozalid speeds 
paperwork, saves time, frees employees 


for more productive work. 

An Ozalid machine will copy anything 
written, typed, printed or drawn on any 
translucent (lets light through) material 
—without photography. Reproduction is 
instant. A letter size copy takes less than 
a minute, costs less than 2¢—faster and 
cheaper than photocopying. And anybody 
can use an Ozalid machine. 

Ask the Ozalid 


(see phone book) to show how Ozalid 


nearest distributor 
can help you. Or write 172 Ozaway, 
Johnson City, N. Y. In Canada, Hughes 
Owens Co., Ltd., Montreal. 

OZALID — A Division of General 
Aniline & Film Corporation 
Research to Reality. 


... From 


OZALID 


OZAMATIC (left) is a table 
model, handles sheets as 
wide as 16", and can make 
up to 1000 prints an hour. 


For More Information Circle 
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with purchase 
of this + + + + +, 


LIMITED OFFER! Buy one of these 
sleek new “SCOTCH” Deluxe Desk 
Dispensers and twelve 4% x 1296- 
inch rolls of “SCOTCH” Cello- 
phane Tape (now at the lowest 
rices in years!). An additional 
Biles Desk Dispenser will be 
given you FREE of extra cost! 


You'll want to order several of 


these deals—it’s your chance to MG. U.S. PAT. OFF 
equip every desk with these time- 
saving dispensers and ever-useful 
“SCOTCH” Cellophane Tape. Tell 


, RAN 
your supplier you want Deal “S peed 


—but you'd better act quickly... Cellopha ne Ta pe 
supplies are limited! 
NOTE: If you prefer tape in the 
%" width, ask for Deal “R.”’ Same 
two dispensers for the price of one! 


Company, St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: 
P.Q. Box 757, London, Ontario. 


The term “SCOTCH” is a registered trademark of Minnesota Mining and Manufacturing 3M | 


For More information Circle No. 128 
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impression you make ther 


depends on 
the impressions 


she makes here 


Better be sure 
she uses 


a ribbon by-- 





A FREE TYPewRITER RIBBON FOR YOUR SECRETARY 


_. LETTERS will be neater, clean- 
er, when they are typed with Old. 


mt, x a Prove to yourself that an Old Town ribbon does make a 
Town typewriter ribbons. These qual difference in your correspondence. Simply have your secre 
tary address her request to us on your company stationery 
stating the make and model of her typewriter and the kind 
the finest inks and fabrics. They are of type—pica (large) or elite (small). We will send her, free 
a of charge or obligation, an Old Town ribbon for her machine 
self renewing, wear uniformly and pro along with an interesting informative folder describing the 
all various fabrics and inkings for typewriter ribbons and the 


ity-controlled ribbons are made from 


duce clear, sharp characters at uses for which each is designed. Write Old Town Corporation 


3445 Madison Avenue, New York 17, NY. Dept. 


times without blur or smudge. And 











your secretaries will appreciate the 
smooth, clean erasures. 

Another tip for neater correspond- 
ence have your secretaries hange 
their typewriter ribbons regularly World's foremost maker of carbons, ribbons 


Tired, worn ribbons make the most duplicators and duplicating supplies 


sparkling letter dull reading TYPEWRITER RIBBONS 


For More Information Circle No. 173 
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While they last... 
SELECT ROUGH 


Monroe Calculators 
At most attractive prices to the trade 


You can depend on 
these calculators 
offered by the only 
outlet directly 
authorized by Monroe 
to distribute equipment 
of this kind in 

foreign countries. 

All are genuine Monroe 
Calculators in select 
rough condition, at 
prices that may be 
hard to duplicate later 
on. An exceptional 
opportunity for fast 
turnover. 


MAIL THIS COUPON TODAY! 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 


Send me full information and price list on select rough Monroe Calculators now available 


For More Information Circle No. 
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why is FLAGSHIP 


first in every finish... 
and first in quality for every duplice 


The patented FLAGSHIP Line of metallic back 
carbon papers has earned its Number One Rating 
by superior performance. When you offer 
FLAGSHIP your customers get longer wear, 
cleaner copies without feed-roll streaks, and the 
non-slip and ease of handling features that only 
FLAGSHIP provides—all at no extra cost! Ask the 
dealer who has a FLAGSHIP franchise and he'll 
tell you that with patented FLAGSHIP you'll sell 
more carbon easier than you ever have. And re- 


peat orders go to you because your franchise is 
protected. 

But FLAGSHIP is only a part of a broad line 
of fine Allied products—for every duplicating need 
from orange diazo carbons, a complete line of 
spirit products, to fluid-eradicable ribbons. 

The franchise may be open now in your vicinity. 

Write today for more information on how to 
make your carbon and ribbon sales an important 
profit producing source for you. 


ALLIED. carson and RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 144 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


For More Information Circle No 


J. 


SCHWEITZER, 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


IN THE UNITED STATES 


143 
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NOW with Seif- 
Adjusting Paper Feed 
—Keeps tape cligned 
ot all times! 


bi 


ae. vik a Bik 


and here’s er mst Sensational! That's the only word to describe the all- 


new REGNA Adding Machine! Streamlined as the 
newest cars . . . so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
- : ‘ develop an adding machine of such supreme quality 
nr cant at such a remarkably low price. It will take your 

’ ’ customers only minutes to realize that the new 


sub-total and total printed REGNA is their ‘‘best adding machine buy''! 
correction key clears entire keyboard 


@ models with or without direct 
subtraction available 
revolutionary years-ahead styling 
Swedish steel assembly . . . 
Swiss precision counters 
fully automatic safety keyboard 


i 


lifetime handle construction REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys i ' 175 Fifth Avenue ; 


trouble-free performance . . . New York 10, N. Y. 
minimum maintenance | coment | 


Please send more information on the new Regna Adding Machine ond outline 
| odvontoges of becoming o Regna Dealer 


Nome 
Address 


—————— lone Stote 


I 
l 
asAD nis iter diy cits aan ktewv ache anus ub eames aon 
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Bates 

Model C Stapter 

Makes its own staples 
One loading— 5000 staples 


Bates List 
Finders 

Press presto! 
There's the 
address 
phone number 
recipe, etc 
quick o 


@ wink 


Botes Refill 
5000 rustless Bross 
staples each loading 


9 


Bates 

Numbering 
Machines 

The world’s 

standard for excellence 


> 


Sates Staple 
Remover and Punch 
Instantly removes any staple 
Punches a hole up to 

@ thickness of 

eight pieces of paper 


Bates 

Mercury Staplers 

Wide range of models for 
every requirement. 


Bates 

Perforator 

Easiest action, large waste 
container. Compact, 
economical 


keep all these 
BATES quality 


products 
on display 


Botes 

Semson 

Hand Punch 
Powerful, easy to use 
perforotes up to 

«” of poper 


tb 


BATES 
quality products... 


sales getters 4 
profit makers 
ROONEY ES 


J 


> f 
‘ 
Bates < 
Automatic 
Eyeleter 
Feeds, inserts 
and crimps 
eyelets in one 
Gutometic action 


— 


Munkee 

Silent Stamp Pads ““y 
Reversible, renewable fille 
for long life, clear 


impressions. 


the BATES 


manufacturing co. 


Orange, New Jersey: New York Office, 30 Vesey Street 





Bates Numbering Machines, Staplers, List Finders, Perforators, Eyeleters, etc. 
< sine POS cad , P 
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The first and onty film top stenci 

the world with the film attached to 
backs without any glue or other form 
adhesives—the greatest improvement 

stencils since. we pp crigiaated the film 


stencils 25) ears ‘ 


P} together Bprrdedeve: file. 
“Sthe film will never fall off the backs even 


prored on your shelves for years. 


Available in all colors and for all Ameri- 
can and European duplicating machines, 
all in our world-famous Klean-Write 


quality stencils. 


Sounds wondertul! 

Please send me full informotion on the Klean Write 
Plio-Weld Film Stencil right oway! 
Signed 


Address 


City 


EL MANUFACTURING COMPANY 


285 RIO GRANDE BiVD. . DENVER, COLORADO 
*Pot. Pending Established 1906 


Nearly 50 yeors of manvfacturing know-how 


For More Information Circle No. 132 
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at work for you all day... 


All day, you'll find the conven- 
ience of desk-side filing space 
paying off. You'll have too, cer- 
tified protection from fire in 
case of emergency. All day, 
you'll appreciate the corven- 
ience, efficiency and dependa- 
bility of the Victor Fire Drawer. 


DOUBLE - DUTY 
VICTOR FIRE DRAWER 


on guard for you all night... 


All night, your important in-work papers are under lock 
and key and certified to be protected from fire for a period 
of one hour. In the morning, you'll find your valuable papers 
safe and in order and ready for work. All night, your im- 
portant papers have the protection of the Victor Fire Drawer. 


Increasingly popular in modern offices, the Victor Fire 
Drawer answers desk-side protection problems. Available in 
Letter and Legal sizes, finished in gray, green, walnut or 
mahogany. The Victor Fire Drawer bears the Underwriters’ 
Laboratories D Label and the SMNA One Hour Label. 


Ask your Victor Dealer for a demonstration or write to: 


% VICTOR SAFE & EQUIPMENT Remington. Fland. DEALER SALES 


, 
TICTOE) DIVISION OF SPERRY RAND CORPORATION 
a el 
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World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


Introducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL 3OO ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. @ CHICAGO 13, ILL. 


For More Information 
Circle No. 350 





HECTOGRAPH MASTERS 
FOR XEROGRAPHY 


For the first time, a hectograph mas- 
ter—incorporating any written, typed, 
drawn or printed matter eractly as it is 
on the original—can be prepared by 
xerography simply, economically and 
in minutes. Tedious, error-inviting steps 
of re-drawing, re-typing and tracing 

are now eliminated as well! 

Specially designed for use with 

xerography equipment, Colum- 

bia’s X-200 Black Ready- Master 

Units deliver the same fine re- 
sults for which all Columbia Ready-Master 
Units have long been famous... you’re assured 
complete, clear and uniform copies from all 
models of spirit duplicators, too. Choose either 
the dignified, clean-handling black or purple. 
For more information about this great new 
development that opens up a whole new world 
of fast, economical duplicating applications, 
fill in coupon and send to us attached to busi- 
ness letterhead. 


COLUMBIA RIBBON AND CARBON MFG. CO., Inc 
959 Herb Hill Road, Glen Cove, N. Y 


Please send complete information about Columbia 
Ready -Master Units for preparation by xerography 


Nome 


Company 





Address... 


THe Orrice—September, 1955 





BRAND OF THE TARTAN by Virginia Huck. 
dppleton-Century-Crofts, 35 West 32nd St., 
New York 1, 272 pp., $3.50. 

Traces the history of 53-year-old Min 
nesota Mining & Mfg. Co., developers of 
the Thermo-Fax dry process copying 
machine. In a chapter called Risks and 
Rewards the book tells the steps that 
led to the machine’s present place in 
the office equipment field. Other chap 
ters describe the company’s fabulous 
rise as a classic example of ‘ree enter 
prise in action, 


MANAGEMENT PLANNING AND COST CONTROL 
FOR NEWSPAPERS, Institute of Newspaper 
Controllers & Finance Officers, 230 West 4ist 
St., New York 36, $10. 

Describes and illustrates the follow 
ing tools deemed essential to forward 
planning: a forecast, both long term and 
short term, of sales and expenses; an 
overall operating budget; a cash budget; 
a capital expenditure budget; depart 
mental budgets and a method of con 
paring the actual performance with the 
forecast and reporting on results, 


THE SCOPE FOR ELECTRONIC COMPUTERS IN 
THE OFFICE. Office Management Assn., 58 
Victoria St., London, S.W.1, England, 102 pp., 
15 Shillings. 

*apers delivered by representatives of 

11 British electronic manufacturers at a 

recent conference there. Each paper ex 

plains in detail the particular company’s 
system and equipment. 


RAPID CALCULATING BOOK by Werner Hass. 
Buch-Union Hass & Rupp, Berlin-Neukolin, 
Germany, 48 pp., 2.25 Marks. 


Precalculated percentage figures, from 
5% to 95% of amounts from 1 Pf to 
150 DM. Altogether 13,376 figures. In- 
cludes a tabulated listing of sales profits. 
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For STENCIL duplicating with a PRINTED look 


; 


Gestetner puts stencil duplicating in the printing class . . . 


exactly that purpose. The principles of 


for 


the modern printin 


It was designed 


press with its dual cylinders, paste ink and 


o 
> 


oscillating roll 


ers, plus other professional press features, combine to 


make Gestetner duplicating unmatched by any other stencil duplicator 


in the world. Yet a Gestetner costs no more 


details and actual specimens. 


2 


.! Write for complete 


50 Mclean Avenue, Yonkers 5, N. Y. 


GESTETNER DUPLICATOR CORPORATION ‘ 


a) 
-2 
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Announcing NRS55 
NEW CHEMICAL DISCOVERY! 


produces 


MULTIPLE 
PHOTOCOPIES 


from a single negative 


Now —Remington Rand introduces an amazing 
new chemical, NR555 for producing four or more 
sharp Transcopy photoprints from one negative. 
This important new discovery offers sensational 
time and dollar savings wherever there is a need 
for multiple photocopies of the same original. 
NR555 added to standard Transcopy developing 
solutions produces highest quality multiple OR 
single copy prints. 

The Transcopy multiple-copy formula is an 
exclusive development of Remington Rand. No 
special operating conditions required. Multiple- 
copy negative papers are available in pre-cut 
sheet sizes. 

SEE FOR YOURSELF! ...Contact your nearest 
Remington Rand office or mail the coupon for a 
FREE demonstration ...no obligation. 





Room 1940, 315 Fourth Avenue, New York 10, N. Y. 


| want a FREE demonstration of the new NR555 Transcopy 
multiple-copy process at no obligation. 


NAME & TITLE 
FIRM_ 

ADDRESS i nines 
CITY ———— ib 


2 
IMPORTANT: Name of Photocopy unit now being used (if any) 
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XCEPT for its entrance lobby, the 

new 240,000-sq. ft. plant and office 

building of Ebeo Mfg. Co. in Co 
lumbus, Ohio, is windowless. to 
nate maintenance, breakage and 
from outside. On the wall of the en 
trance alcove there is a ceramic sculp 
ture by Paul Bogatay portraying an 
Oasis Water Hole (Ebco makes water 
refrigerated beverage dispen- 
sers and dehumidifiers). The building’s 
only windows are at the entrance which 
includes an aquarium containing a study 
of sea life 500 miles from coastal waters. 
Lobby walls are curly birch trimmed 
with satin finish stainless Floor 
is terrazzo and blends with the over- 
stuffed furniture. Near the main en- 
trance is a doorway which leads to the 
Visitors’ coatroom and washroom where 
there are inside and outside telephones. 
Another door leads to two display rooms 
where Ebco products are exhibited. Over 
these doorways, a full color mural covers 
almost an entire wall. This Esther Hen 
derson photograph of the Medicine Bow 
Mountains in the Wyoming Rockies is 
approximately 9 ft. high and 28 ft long. 
than half a dozen men in the 
entire organization have what 
termed conventional 


elimi 


glare 


coolers, 


steel. 


Less 
might be 


offices with solid 


For convenience of 
salesmen, purchasing 
department of Ebco 
Mfg. Co. is next to 
entrance in its new 
Columbus, Ohio, 
plant. The exterior 
glass shown here is 
the 3-million-dollar 
building's only win- 
dow. 
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Good Light, 
Clean Air and 
Cool Water 
In Ebco’s 

New Offices 


walls from floor to ceiling. The rest of 


the executive group is spaced about thi 


perimeter of the large general office area. 
Each of these offices is separated from 
the next by a solid divider about 4 ft. 
high. Above dividers 1s 
afford maximum visibility, and 
hundreds of steps each day in wasted 
trips to see i 


these glass to 


Save 


a co-worker is available. 
The general office area is a sort of see 
retarial pool made up of identical desks. 
Paneling in the entire area is limed oak 
and the flooring is a vinyl asbestos in 
12” blocks of tan, black rust. The 
offices and lobby are air conditioned and 
heated by a that 
which serves the factory, 


and 


separate unit trom 
| 





General office in the new windowless plant of Ebco Mfg. Co., Columbus, Ohio. Lighting 
through the luminous plastic ceiling produces 75 footcandles. Office has no partitions or files 
standing over four feet high to obstruct visibility. Note the several watercoolers at right. 


From the rene ral offices 
sageways lead to the 240,000-sq. ft. fac 
tory. With the exception ol the raw 
materials it 


area, tWo pas 


Ebeo is almost a 
In the 
their plating operations, as well as their 
nave 
which 


takes in, 
self-contained operation. case ol 
special machines 
purify the air 
is run wash and re 
turned plant. By not 
throwing the air outside, there are direct 
realized in their heating 
According 
president and 
conditioning costs 


polishing lines, 
installed to 
through “a 


been 
wate! 


clean to the 


savings to be 
and air 
to Louis P. 


( onditioning Costs. 


Benua, vice 
works manager, “Air 
us about 50¢ a day per employee—dur 
time of the year—and 
felt philanthropic and 
Air conditioning in our new 


ing the hottest 
we could say we 
just did it. 
plant ran in_ the 

$125,000. We're dead 


neighborhood ot 
certain that we 


70 


than that 50¢ back in extra 


efficiency and output to say 


get more 
worker 
nothing ot the added comfort. Certainly 
we want to do all we can to make con- 
litions here as pleasant as possible, but 
ur conditioning is a business approach 
tough summertime problem. We 
think we have it 


to a 


licked.” 


In their old plant, which they occu 


pied for more than 40 years, Ebeo’s man 
agement plagued by 
problems lighting. It 
seemed the only workers with sufficient 


was continually 


dealing with 
heht were the ones next to the windows, 
or directly the skylights. On 
some days, this brightness became a hard 
had i) They 


shades even 


beneath 


ylare, and work slow up. 
hought and they 
tried painting the windows—but neither 


Not only did 


the windows allow considerable heat loss 


window 
provided the final answer. 
OFFICE 
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Production control 
boards provide com- 
plete visual record 
of Ebco work in pro- 
cess and materials 
on hand and on 
order. 


i the winter, but they were in constant 
need of replacing, cleaning and calking. 
So, after visiting many other modern 
plants in the midwest it was decided that 
artificial lighting would provide 100% 
of the illumination. 

The ceiling throughout the 
plant, including the offices, is painted 
white for maximum reflection. In the 
offices, a series of 465-volt fluorescent 
lighting fixtures furnish 75 footeandles 
through a luminous sub-ceiling, resulting 
in a soft ight which is glare-proof and 
shadow-free. In the factory, where most 
of the 1,900 fixtures are located, work 


entire 


hums smoothly under a 


55 tooteandles of 


pleasant and 
illumination 

Plant engineers made one wall move 
able! “Expansion,” says A. R. 
president and general manager, “is our 
key. No company stands still. We never 
have and we never will. And we have no 
reason to believe that we’ll do anything 
but grow. When we grow, we'll have 
room for it.” The north wall of the 
plant can be dismantled and moved as 
much as 400 ft. without 
acquisition of additional land. A 
floor would then be poured, new sid 
walls ereeted, and the portable wall re 


constant 


Benua, 


requiring the 
new 


Limed oak paneling covers general office walls. C. H. Slauter, Ebco purchasing agent, is 
shown at right using built-in storage cabinets. 
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assembled. The roof extension would be 
added and in a few days the plant would 
have practically doubled its floor space. 

A prime consideration in the plan- 
ning of the new Ebeo plant was in 
carrying out the company theory that 
the proper placement and number of 
watercoolers can save thousands of dol- 
lars a year. Once production facilities 
were placed and workers assigned an 
operational watercoolers were 
placed within easy reach of workers 
anywhere in the plant. No one needs 
walk few paces for a re- 
freshing drink and there’s never a wait+ 
ing line. By reducing the lost time re- 
sulting from long walks, Ebco saves 
thousands of dollars annually. 

In each department, they have a small 
area devoted entirely to the dispensing 
of water for all purposes: a watercooler, 
wash-up sink, paper towels and waste 
Sinks were installed at 
extra cost, but for a 
reason. Many jobs in this plant demand 
the workers’ hands be kept clean. Obvi- 
ously, if this meant a long walk to a 
wash stand, many hours would be wasted 
months’ or years’ time. Produc 
tion would greatly suffer. The individual 
sinks answer this need very handily and 


area, 


more than a 


disposers. con- 


siderable good 


in a 


they let the department heads keep track 
of the workers. At time the 
workers are in their departments and 
the plant never takes on that “deserted” 
look during the working hours. 

Like the rest of the plant, Ebco’s 
tiled cafeteria is the latest word in 
worker comfort and in modern, well- 


closing 


planned cafeteria management. All walls 
are done in a stacked tile design which, 
while adding considerably to the cost, 


also adds to the cafeteria’s charm. The 
vertical mortar joints give the green 
ceramic tiles a pleasing and unusual ap- 
pearance. The room is brightly lighted 
and metal chairs and Formica-topped 
tables harmoniously blend with the 
decor. Along one entire wall, a rubber 
conveyor belt used dishes and 
utensils into the sparkling clean kitchen 
which adjoins the dining area. The belt 
and the moving dishes are both kept 
from sight of the other diners through 
the clever use of a tiled railing. 
Nothing has overlooked in this 
company’s search for complete 
worker comfort. You can looks 
of satisfaction as each employee enters. 
They appreciate the niceties and they 
show it in their outstanding production 


carries 


been 
eager 


see the 


record. 


Good office man- 
agement and super- 
visory methods 
extend into Ebco’'s 
factory. Each depart- 
ment has its own 
foremen's office. 
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Credit Unions: 
On-the-Job Banking 


SIDNEY FELDMAN 


ANY WORKERS, beset by finan. 

cial troubles, are not too worried 

about them. These employees are 
creditors who can become their own 
debtors. They belong to credit unions 
whose members pool their savings to be 
lent to any member upon request. No 
charity. No profit. Just financial self- 
service, 

Credit union members roughly com- 
prise these categories, according to size: 
(1) manufacturing, industrial employees 
including office workers; (2) govern 
ment workers, national, state, provincial 
and local; (3) labor union members; 
(4) people living in the same commu 
nity; (5) transportation and communi 
cation workers; (6) other occupations, 
including miners and professions; (7) 
food processing employees; (8) mem. 
bers of the same church or synagogue; 
(9) teachers and school employees, and 
(10) wholesale and retail 
plovees. 

Todav there are about 7,100,000 mem 
bers of approximately 15,000 credit 
unions in the U. S. with total assets ex 
ceeding two billion dollars. To these 
can be added about 1,500,000 members 
of about 4,000 credit unions in Canada, 
with total assets exceeding half a billion 
dollars. 

Indicative of the wide variety of com 
panies whose employees have credit 
unions are three diverse groups whose 
activities variously concern water: New 
port News Shipbuilding & Dry Dock 
Co., Matson Navigation Co., and Jant 
zen, Ine., makers of bathing suits. Credit 
unions are organized for workers in 
department stores and gas works, in 
chemieal factories and publie schools, in 
newspapers and insurance companies. 

Most credit unions start small, with 
small memberships and small overhead, 


business em 
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in small quarters. Since the need tor 
financial aid always is present, some 
body invariably worries, wonders and 
asks, “Why doesn’t somebody do some 
thing?” That’s just what happened in 
1937 when a credit union was organized 
in Dow Chemical Co., Midland, Mich., 
whose employees still remembered de 
pression hardships even though their 
company’s diversified products helped 
encourage sales. 

While many companies and entire in 
dustries encourage the birth of credit 
unions, a few, notably in the automo 
bile field, discourage them. Unlike the 
automobile industry, whose credit unions 


G. J. Williams, credit union oresident, and 

S. L. Pacenski, treasurer-general manager, at 

the opening of the new building of Dow 

Chemical Employees’ Credit Union, Midland, 
Mich. 





Lobby of Dow Chemical's employee credit union building. 


Local Midland, Mich., firms sent 


flower pieces on opening day. 


were set up by the United Auto Work- 
ers Union, Dow’s management felt the 
need to provide a means for their em 
ployees to save for emergencies and get 


low-cost credit when necessary. Result : 
a credit union was organized by two 
Dow executives, although credit unions 
usually are started by employees. 

The personnel director and his assist- 
ant looked into the credit union move- 
ment in several states, until they discov- 
ered the Michigan Credit Union League. 
They obtained and distributed leaflets 
which deseribed credit union functions. 
Next, a league representative was in- 
vited to address both management and 
labor representatives who felt that credit 
union could benefit the com- 
pany’s employees. 


What happens is that 


Services 


usually seve! 


or more persons sign a charter applica 
tion, then call an organizational meet 
ing. In almost all states organizers may 
apply for a state charter, and in all 
states they may apply for a federal 
charter. Dow’s personnel applied for a 
State Banking Department charter 
which was approved officially. 

Next steps were simple. A board of 
directors was elected, comprising a pres 
ident, vice president, secretary and 
treasurer. Some organizations prefer 
to elect a general manager whose title 
and duties include those of treasurer. 
Invariably, he is the key-man, the guid- 
ing spirit behind a credit union, who 
charts its course and works closely with 
its members. Also appointed were a 
credit committee to 
applications 


ne mbers’ 
and to outlins 


pass on 


for loans 
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plans for their repayment, and a super 
visory committee which examines the 
credit union’s affairs and audits its 
books. In addition to one managing 
official, and the committees, there may 
be one or more bookkeeper-cashiers. 
Gradually, after the credit union grows, 
all these persons will become full-time 
employees paid by the credit union. 

In the beginning, Dow Chemical Em 
ployees’ Credit Union at Midland 
(there’s another one at Dow’s west coast 


division at Pittsburgh, Calif.) had the 


option of starting out as a stripling 
rather than as an acorn. Rather than 
let the credit union raise sufficient funds 
by selling share savings subscriptions, 
the company’s late president, Dr. Wil 
lard H. Dow, offered to purchase enough 
shares to help the group get 
However, the board carried on a tra 
dition and practice of credit unions by 
preferring to be independent of the 
company and exercising its independ 
ence. It must be understood that Dr. 
Dow most likely was not volunteering 
his financial aid as a means to control 


, , 
gyoing. 


the fledgling group because he certainly 
appreciated the possible future advan 


Clerical workers of 
the Dow Chemical 
Employees’ Credit 
Union. 
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tage of credit union operation 

Like many business managements, he¢ 
probably felt that Dow Chemical would 
benefit from better employee morale, 
more production, and fewer accidents. 
These and other more subtle benefits can 
accrue to a company’s workers who en 
joy peace of mind while on the job, 
without worrying about unpaid mort 
gages, hospital bills for sick members 
of the family, or other financial strains. 
The board submitted the purchase of 
shares to all employees to get them 
financially involved. As part of an en 
terprising advertising campaign, bulle 
tins were posted and committees were 
organized throughout the firm to reach 
employees everywhere. 

Once more the company cooperated 
by furnishing office space and equip 
ment as well as offering to make pay 
roll deductions repay 
ment of loans. This is a fairly common 
practice, though most eredit unions re 


for savings and 


sist becoming too obligated to the host 
company. Some companies 
further, providing either a full-time or 
part-time bookkeeper to serve the credit 
union—on company time, but generally 


even go 





John Haller, credit union treasurer, 
Natural Gas Co., New York State 
Gas Corp. 


Peoples 
Natural 


this is not recommended as a permanent 
arrangement. 

If more than seven members sign up, 
a credit Mem 
entrance tee, 
their first 
though in the 
best Rochdale COO pr rative manner each 
member has 


chartered, 
bers join by paying a De 
then invest any 

share 5, 


union can bye 
sum toward 
each valued at $5, 


only one vote no matter 


how many shares he owns. 

At Dow Chemical the 
began modestly First 
totaled 


late r, rose to 


eredit union 
payroll dedue 
tions 


Ww eek 


$10.50; the second, one 
$23.75. At 


end the books were closed 


year’s 
and revealed 
deficit 


and 


a small 
zation 


Since then the organi 
membership assets have 
grown phenomenally. Monthly savings 
deductions now aggregate more than 
$140,000, and loan repayments come to 
$90,000. Add impressive statis 
ties: total assets came to $3,232,262.19, 
membership came to 7,502, and loans 
were upped to $2,457,751.32—all in 
1954. 

Many 


modest Origins 


about 


eredit unions have’ equally 
They open for business 
loft, or 


in a cubbyhole donated by a labor union, 


in a small corner of a factory 


or even in the home of ons 
bers. 


of the mem 
While a credit union is small, the 
parent company in which it is operating 
may permit one of its employees to do 
amount of business on 


a certain com 


pany time. Such operations, more likely, 
are transacted during lunch hours or 
after hours. 

As a credit union 
either contributed free by 


vyrows, more space 
1s required 
the company or perhaps rented by the 
which may be operating 
independently. Otten management feels 
it benefits substantially from credit 
union operation through improved em 


eredit union 


ployee morale and the absence of pay 
roll advances and wage garnisheements. 
Companies often include the credit 
membership among advantages 
and opportunities to encourage pro 
spective employees. Where such 
obtain, spokesmen for the credit union 
movement do not object to a company 
contributing toward the operation of a 
credit union. 

There are times when an organization, 
such as Dow Chemical Employees’ 
Credit Union, grows so fast and fabu- 
lously that eventually it moves into its 
own quarters. Dow’s credit union, origi 
nated in 1937, blossomed out three years 
ago with a $100,000 office building dedi- 
cated exclusively to credit union busi 


union 


CAaSCS 


hess. 

Working in tandem with the Credit 
Committee is the treasurer or 
manager who is the organization’s cen 
tral figure. He must appreciate, like, 
understand and want to serve his fellow 
employees who are credit union mem 
bers. In where the 
credit union has grown to be a fairly 
large operation within a company, the 
general manager is engaged to serve on 
a full-time paid Credit union 
managers and credit committee members 
have to use their hearts as well as their 
heads to review many thousands of dol 
lars worth of applications for 
With them rest the decisions upon which 
depends both the service and the growth 
aspects of the entire enterprise. 

Researching for the Federal Credit 
Union Bureau, Frieda Baird found that 
22% of loans were below $50, and only 
5% went beyond $300, while the 1947 
average loan was for $210. Generally 


ontinued on page 122) 


general 


some instances, 


basis. 


loans. 
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Work Simplification? Yes 
Job Simplification? Maybe 


EDMOND W. McNAMARA 


Systems and Procedures Supervisor, Bassick Co., Bridgeport, Conn. 


ORK simplification has many defi 

nitions. In principle it means to 

make it easier to accomplish a 
given task. In the process of simpli 
fication the work is analyzed to dis 
cover easier, less fatiguing, less time 
consuming ways of performing the in 
dividuals steps which comprise the task 
The theory here is that 1f you can 
eliminate waste motion by providing 
proper, or at least improved, physical 
facilities, then you will secure greater 
productivity from a given amount ot 
worker time and effort. Examples ot 
work simplification are well known. 
Among the classic ones is the use ot 
window envelopes to eliminate the need 
of retyping the name and address on 
the envelope. 

Job simplification, in comparison, re 
volves around the principle of concen 
trating skills at different stations for 
the purpose of creating better efficiency 
in getting a job done. In this process 
the job, rather than the work, is ana 
lyzed to determine what skills can be 
reshuffled, and concentrated. 
ample, consider a 
operation. 


For ex 
conventional billing 
Assume that a certain clerk, 
Mary, is responsible for the complete 
invoicing function on an assigned por 
tion of orders. First, Mary writes and 
computes the invoice on a calculating 
billing machine. After completing a 
batch of invoices she checks the typing 
for correctness. Next she verifies the 
accuracy of her extensions, using a 
rotary calculator for the purpose. 

In this arrangement Mary needs a 
variety of skills. She must be skilled 
in basie typing, in running the comput 
ing registers of the billing machine (this 
being equivalent to operating a book- 
keeping machine). Then she must have 


THe Orrice—September, 1955 


certain skill in seanning, for the pur 
pose of checking her typing. Finally 
she must be skilled in the operation ol 
a rotary calculating machine. 

In such a work situation the advo 
cates of job simplification suggest that, 
instead of having two or three all 
around girls who can complete the bill 
ing operation from start 
simplify the job. They propose that 
one girl do all the typing, another girl 
do all the computing, a third girl be 
responsible tor checking the typing and 
perhaps another will do all the veri 
rving. They reason this way: 

l. It is difficult to 
girl who will be 
skills. 

2. Training 
and simplified. 


to finish, we 


hire—or train—a 
proficient in many 


time can be shortened 
3. Part-time help can be more readily 
transferred when 
1. When a skill con 
tinuously, rhythm is developed and ae 
cordingly productivity increases. 


needed 


person uses one 


These reasons have such appeal that 


there has been a marked swing towards 
job simplification. Yet, after it is 
effected, those who sponsor it often have 
a hard time proving the realization of 
clerical savings promised in the pro 
gram of increased productivity through 
job simplification. The ré 
found in a consideration of the 
ing. 

Work simplification shows the worker 
how to do the job with less effort. It 
makes things easier and usually 
appealing to the worker. She sees the 
benefits as accruing to herself and there 
fore is happier. Work simplification 
provides opportunity for job enlarge 
ment. It creates time by reducing waste 
time. During the time 


ason may be 


foll Ww 


more 


saved, the worker 





can take on added duties, thus enlarg- 
ing the job and increasing incentive. 
Furthermore, work simplification cre- 
ates energy by reducing waste motion. 
This enhances the probability of job 
enlargement. Even where job enlarge- 
ment doesn’t materialize in certain in- 
stances, at least simplifying the work 
does not depreciate the job. 

In job simplification, 
can very easily end up with the very 
antithesis of job enlargement. In many 
eases where job simplification is ap- 
plied we experience a definite job de- 
preciation. We make the worker a 
cog and introduce conditions conducive 
to tedium and The debili 
tating effects can far outweigh and 
nullify the periodic spurts of specialized 
activity experienced under job simpli- 
fication. Pride in work can diminish 
appreciably. Incentive may wane. Op- 
portunity for advancement lessens as it 
does with most specialization. 

As evidence that job simplification 
has not provided the cure-all for the 


boredom. 


however, we 


clerical illness that beseiges American 
business is the fact that, after applying 
the techniques of job simplification as 
a tool of office management, many 
executives find they must dip into the 
tool kit and come up with work measure- 
in order to secure the benefits sup- 
posed to accrue from job simplification. 
Work measurement, to be effective, 
often requires another reach into the 
bag to come up with incentive or bonus 
plans in order to secure the benefits of 
work measurement. The more of these 
tools of modern management that are 
used, and depending on how they are 
used, the greater the cost of clerical ad 
ministration. 

There are those who feel there is a 
definite equation between the number, 
and manner of use, of these so-called 
management tools and the unionization 
of the office force. In factory work, 
as assembly line methods developed, 
worker satisfaction declined, discontent 
increased, and so did susceptibility to 
unionization. 


ment 





An IDP Order-Invoice System 


WALTER T. GIBSON 
Director of Methods and Procedures, Rockwell Mig. Co., Pittsburgh 


F. P. Maxwell, vice president in charge of 
Delta Power Tool Division, and the author, 
at the IBM 063 card-to-tape punch. 


N ROCKWELL’S Delta Power Tool 

Division, we write a customer’s order 

simply by selecting prepunched tabu- 
lating cards. We produce regular order 
form copies of it automatically in our 
Pittsburgh office and in any one of four 
warehouses serving the U. S., with a 
programmed punched paper tape, cre- 
ated directly from the cards, activating 
sell System teletypewriters. We pre- 
pare the invoice from the same punched 
eards on an electric accounting machine. 
The cards are likewise used to produce 
statistical reports. 

The only manual writing involved in 
the whole procedure is the typing of 
bills of lading in the warehouse. Only a 
minimum of key punching is required 
to record such data as our number and 
the customer’s on the order originally. 

The system was installed last January 
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for the sake of better service to cus- 
tomers, greater accuracy and reduced 
operating costs. Six months or so before 
that we initiated a study of our exist- 
ing procedure. We then had three order 
areas and points at which sales orders 
were written: Oakland, Calif., Tupelo, 
Miss., and Pittsburgh where 13-part 
order-invoice unit set forms were typed. 
Three copies of the order portion were 
used in the warehouse. Upon receipt of 
shipping order and bill of lading from 
that warehouse, the invoice set was com 
pleted in a second typing operation. A 
tabulating card was punched for order 
entered; and later for shipment billed 
in addition. Source documents were 
salesman’s copy of the order and sta 
tistical copy of the invoice, respectively. 

The study and resulting recommenda 
tions led to two major changes. The first 
was centralization of all order writing 
in Pittsburgh. The second, as already 
suggested, was an automation of the 
writing process. Both have given Rock- 
well these distinet benefits: 

1. Improved accuracy. Correct price 
information, catalog numbers, product 


descriptions, shipping and invoicing in- 
structions, ete. are mechanically writ- 
ten, minimizing chances for human error 
in transcription. 

2. Advantages in production schedul- 
ing and distribution of inventory. They 


from centralization of orders at 
Pittsburgh and reduction of clerical lag 
in processing them. 

3. Speedier and simpler collections 
and issuance of debits and credits. 

4. Reduction of correspondence be- 
tween plant, headquarters and sales of- 
fices. 

5. Spreading of peak loads in Ae- 
counting, particularly at the end of the 
month. 

When a customer’s purchase order is 
received in Pittsburgh, registered and 
edited, it proceeds to the order writing 
area where prepunched IBM name and 
address cards and product description 
eards are housed in tub files. There the 
proper cards are pulled and placed in 
an envelope with the order. 


ensue 
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Order being transmitted from Rockwell's 

Pittsburgh office to one of its distant ware- 

houses. The system integrates tape-controlled 

teletypewriting with tabulating to produce 

order forms, invoices and reports from original 
data on prepunched cards. 


“charge to” 
‘ship to” name and address 
with a stripe at the 
top to indicate one of four different 
price groups. A product description 
eard including price (out of the file of 
cards whose color corresponds to the 
stripe on customer card) is selected for 
each item of the order, from a supply 
of such cards. If the item is a unit, a 
second card pre-punched with that unit’s 
component part numbers, is pulled. In 
formation pertinent to this order, such 
as our order number, is key punched 
into miscellaneous data cards. 

The quantity ordered, when it is other 
than one, is mark-sensed on the product 
card, at which time all the cards pulled 
are verified to the customer order. The 
quantity (either one or more) is put 
into the product card automatically by 
marked-sensed punching. oa 

The deck of cards for an order then 
goes to the IBM 063 card-to-tape ma 
chine to provide the programmed tape 
in five channel code. All orders for one 
warehouse have been grouped; when the 
tape is fed into the teletypewriter, send 
ing and receiving machines run continu 
ously from one order to the next. 

The sending teletypewriter produces 


Customer cards—one for 


‘ 


and one tor 


are color-coded 


79 
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a three-part set of forms: Sales Nu- 
merical File, Customer Acknowledgment 
and Salesman copies. The receiving tele 
typewriter in the warehouse simultane- 
ously produces a three part 
Shipping Order, Warehouse 
Packing List copies. 

In Pittsburgh, Customer and 
man copies ot the entered order are 
mailed. The Sales copy is placed in a 
numerical file. The punched cards are 
used to prepare a daily report of orders 
entered and, pending shipment, are held 
in a backlog tub file. 

In the warehouse the Shipping Order 
is posted to the stock records and then 
used in typing a four-part Bill of Lad- 
ing. Labels are printed from a hecto- 
graph duplicating master which is a 
part of this set of forms. Packing List 
copy of the order received is attached 
to the shipment. Original copy of the 
Bill of Lading is attached to the Ship 
ping Order and airmailed to Pittsburgh. 
Warehouse files the fourth copy of Bill 
of Lading and File copy of the order 
received. 

When the Shipping Order reaches the 
order writing area the numerical file is 
relieved of all papers if the shipment 


record: 


File and 


Sales- 


Receiving teletype- 
writer in a warehouse 
produces the ship- 
ping order set of 
forms at the same 
time that the sales 
order set is being 
typed in Rockwell's 
Pittsburgh office. 
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was complete. The Shipping Order and 
Bill of Lading go to the backlog tub 
file and the pulled in total by 
order number, 
ment, product 
shipped are separated and put through 
the system again, with a new tape bi 
ing separated for placing the order, pos 


cards are 
In case of a partial ship 


ecards tor items _ not 


sibly on another warehouse. 

For the completed shipments, — the 
original prepunched cards are operated 
in an IBM accounting 
tending the amounts, arriving at 
printing a ten 


machine tor ex 
totals, 
and 
Kant-Slip continuous 


numbering, dating 
part 

lorms. 
used to prepare the statistical reports ol! 
shipments billed. Thus 
supplied with proved daily 


Invoice on 
The Saline prepunched eards are 
management is 
records Oli 
new orders and shipments 
All this sums up to greater ability to 
hetter 


serve customers, control and con 


sequent savings in operating costs. We 


wish to acknowledge the service of the 
Shaw-Walker methods planning division 
recommendations 
Standard 
(o., International Business 
Bell Telephone i A. ae 


and ourselves. 


which deve lope ad the 


Register 


Machines 


in collaboration with 


(or P-, 





A. Devaney, Inc., N. Y 

This chap has been worrying for 

years, but he gets paid for it. He's 
a professional model. 


Lick That 
Habit of 


Worrying 


CARROLL H. JONES 
Editor, Stevens-Davis Co., Chicago 


O DESTRUCTIVE a force in our 
lives is the habit of worrying that one 
psychologist has called it the “most 
disintegrating enemy there is of the hu 


man personality.” Any number of 
physicians have cited chronic worry as 
a primary cause of a great deal of our 
sickness—physical as well as mental and 
emotional. 

Of course a certain amount of worry 
is inevitable. It’s necessary if we are 
to provide ourselves with proper shel- 
ter, educate our children and forge 
ahead to a reasonable degree of success. 
But the chronic, petty kind of worry 
ing that carries so many of us on a 
morbid merry-go-round of fear, anxiety 
and self-doubt is not only futile and 
unnecessary but self-destructive as well. 
It chokes our creative powers, wears our 
dispositions thin, alienates our friends, 
brings on all kinds of physical ailments 
and, in general, makes us extremely un- 
pleasant and difficult to get along with. 

As we all know, there’s not much use 
telling a person (or ourselves) merely 
worry. That’s like telling an 
aleoholic not to drink. The compulsive 
forces driving the alcholic to drink, 
and the chronic worrier to worry, are so 
overwhelming that he feels helpless to 
combat them. To a large extent, he is 
unable to, because their origins lie in 
the tensions, self-doubts and fears (most 
of them unreasonable, but nevertheless 
highly active) that populate our sub- 
minds—the seat of all our 


not to 


conscious 


emotions. 


Much as we may try to analyze these 
without 
the aid of a psychiatrist or psychoana- 


subconscious forces, we cannot 


lyst. And the reason is easy to under- 
stand. Subconscious means just what 
it implies: beneath, and therefore shut 
out from, the realm of our awareness, 


Even though we may not be able to 
attach our worries and sever their roots 
at their base without outside assistance, 
we nevertheless attach worry on the 
conscious level rather effectively if w 
are willing to put forth the effort. Here 
are a few suggestions that will help: 

1. Since most of our worries are self- 
inflicted—are coneerned with out- 
side situations than with our own atti- 
tudes toward these situations—force 


less 
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But I cant afford the kind of 


Microfilming equipment I need / 


Here is the compact unit Bell & Howell 
has developed and produced to provide 

- any business with the advantages 
of modern\microfilming ... at a reason- 
able price. 

The Micro-Twin combined recorder- 

recorder: reader COsts less and-reader gives you a complete low- 
y yf tt ong ———— — all in one unit, at 
] ; IT PCC O Va ess than you’d expect to pay for a 
chan YOu C U} eo f ty recorder alone! It records as fast as you 
> - , can feed it—by hand or automatically. It 
Jor a recorder atone! photographs documents front and back 
simultaneously, if you wish . making 
37 to 1 reductions inexpensively. Full- 
size facsimiles of documents can be made 
in the reader—developed without a 

darkroom. 

Think of the many ways you can use 
microfilming, now that it’s priced within 
your reach. For details, call our branch 
office listed in your telephone book. 
Burroughs Corp., Detroit 32, Michigan. 


Belle Howell Burroughs 


“Burroughs” and “Micro-T'win’”’ —’T'M’s 
For More Information Circle No. 141 
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Cleanest processing. Rub on Harris 3 in | Solutic 


lt replaces (|) Desensitizer, (2) Lacquer, (3) Gi 





ut plate costs in half! 


Print from both sides of 
photo-offset Harris Sensi-Plates 


Why not print from both surfaces of 
your photo-offset plates? With Harris 
Sensi-Plates, coated on both sides, you 
can. Just take average care in process- 
ing and mounting. You not only cut 
plate costs in half but also get top- 
quality reproduction. 

Grainless Harris Sensi-Plates print 
clean, holding shadow areas open 
and retaining high-light dots. Result: 
better solids and halftones. And this 


quality is sustained from start to finish. 

These plates are easy to correct. Use 
either a needle or lead pencil to add; 
use an ordinary pencil eraser (dipped 
in fountain solution) to delete. 

Order your first box of 50 Harris 
Sensi-Plates today. Try them out; prove 
for yourself their many features and 
benefits. Call your favorite supplies 
dealer, or write to Harris-Seybold Co., 
5308 Blanche Ave., Cleveland 27, O. 


woes HARRIS CHEMICALS 


+3 4-10) © 2) 


Seybold Cutters - 
Cottrell Presses + 


Harris Presses « 


Harris Litho Chemicals 


Platemaking Equipment 


Macey Collators 
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Simplest processing 


c 
) easy you r 


Order today your first box of 50 Sensi-Plates 


plus 


a supply of 3 in | Solution. Call your supplies deoler 





yourself to adopt more positive attitudes 
toward life. Get tough (firm) with 
yourself about this, and shore up your 
resistance against unreasonable self 
doubt and fears. 

If you fill your day with construe 
ive thinking and constructive activity, 
Dr. C. Charles Burlingame, noted psy- 
chiatrist, has pointed out, worry can’t 
get a toe hold. “Two lines of thought,” 
he says, “can’t oceupy the same mind 
at the same time. The man who is think 
ing constructively can’t worry—not at 
that moment, at least. 


4 


“The remedy, then, is to keep your 
mind continuously on constructive 
thinking and, so soon as it tires of on 
line of thought. shoot it on to another.” 

2. Sinee 40% of our worries are about 
what we have done (or failed to do) in 
the past, practice the art of forgetting. 
As Dr. Norman Vincent Peale puts it: 

“We are not living a day at a time 
but we are carrying many days in our 
minds, and the human system simply 
cannot bear the weight of past mistakes 


and future fears. That is why many 
people break down. The solution is to 
know how to forget. Take what you 


ean learn by way of a lesson from past 
failures and straighten out what vou 
can. Then forget it and go ahead.” 

3. Approximately 50% of our worries 
take the form of fears of what will 
happen to us in the future. Many of 
these due to lack of suf 
ficient confidence in our ability to deal 
with problems and they 
arise; others may be due to retaliatory 
fears (or an unconscious desire to 
punish ourselves) for our overaggres- 
sive and hostile attitudes toward others. 
From such origins spring exaggerated 
fears of death, ill health, injury and 
the like. 

Worry about future uncertainties is 
as futile as it is unnecessary. At least 
70% of the problems we worry about 
resolve themselves, in one way or an- 
other, long before they actually con- 
front us, and the rest we find we )can 
easily handle in stride when that 


worrtes are 


situations as 


86 


“dreaded 


tomorrow” comes. If you 
don’t believe this, remember that “to- 
day is the tomorrow you worried so 


much about yesterday.” 

Regardless of the source of our wor- 
ries as to the future, the only sensible 
answer is to live each day the best we 
ean, to do our jobs to the best of our 
ability and make it a point to go more 
than halfway in getting along with other 
people pleasantly and with the least 
amount of friction. Then there will hé 
fewer reasons for guilty regrets. 

4. For those confirmed worriers, how- 
who will 


ever, still refuse to deprive 
themselves of the dubious satisfaction 
and pleasure they derive from petty 
worrying, we might suggest a fourth 


alternative 

Whenever a worrisome thought starts 
troubling you, jot it down briefly on a 
sheet of paper (the more briefly the 
hetter, so that it will be doubly hard to 
later on). If you must worry 
about it, make up your mind to worry 
about it later. with your 
work. Repeat the operation every time 
vou start to stew about something that 
immediate problem requir- 
ing a prompt decision. 

3v the end of the day you'll have a 
complete worry chart made up. If you 
want to take half an hour off to stew 
about a dozen or so worries that affiicted 
vou every hour on the hour (or half- 
hour) throughout the day, you’ve got 
vour chart all laid out for you. But 
the chances are you won’t find a single 
one of these worries of the slightest in 
terest or consequence to you any more 

none of them worth a_ second’s 
thought. 

In fact, you'll have to think, in a lot 
of the cases, just what it is that you re- 
minded yourself earlier in the day to 
remember to worry about that evening. 
Just try this method and see. It may 
not cure you of the worry habit, but 
it will at least give you an insight into 
how foolish and time-wasting a luxury 
you have been allowing yourself to in- 
dulge in. 


recall 


2 
Then go on 


is not an 
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This is a sample of Sub. 9 Cockle Finish 








Fidelity Onion Skin is nationally dis- 
tributed, therefore information regard- 
ing prices, etc., can be obtained from 
your regular source of supply for paper 
requirements. 











JFFICE MANAGEMENT 


IN GOVERNMENT 





New York City’s 
Employee Suggestion Program 


HERMAN LIMBERG 


Coordinator, Citywide Forms Control and Records Management Programs, 
Division of Analysis, Office of the City Administrator, City of New York. 


FAMOUS symbol spanned two 
centuries when Father Knicker- 
« M bocker presented awards made by 
he Young Men’s Board of Trade to 
employees of the City of New York for 
their suggestions for economies, greater 
(theiency, improved working conditions 
and better service to the public. The 
ather Knickerbocker Awards of $100 
‘or the best suggestion of the month 
and $1000 for the best suggestion of 
ie year were established by the Young 
Men’s Board of Trade in December, 
1953. As a means of extending recog 
nition by a civie organization to munici 
pal employees for their efforts to im 
prove governmental operations, the 
wards set a significant precedent. Such 
acknowledgements emphasize the unity 
of interest between “civil servants” and 
the public they serve, and offer assur 
ace that the golden rule applies equally 
to both. 
Nominations for the awards are made 


by New York City’s Suggestion Award 
Board from suggestions submitted by 
city employees and approved by the 
board in the city’s employees’ sugges 
tion program. Selections for the Father 
Knickerbocker Awards were made by a 
committee of the Young Men’s Board 
of Trade. This coordination proved 
most effective as a means for attaining 
the Board of Trade’s objectives and for 
supplementing and enhancing the bene 
fits offered by the city’s suggestion pro 
gram. While the maximum award which 
the city may pay for an approved sug 
gestion 1s $500, the $100 monthly award 
and the $1000 annual award of the 
Young Men’s Board of Trade 
the maximum award to $1600. 

With the establishment of the Father 
Knickerbocker Awards, the number of 
suggestions submitted by city employ 
ees increased substantially because of 
the attendant publicity and the addi 
tional monetary incentives. The awards 


brought 


A: a meeting of the coordinating committee of New York City's Employee Suggestion Program: 

' ward Rock, Young Men's Board of Trade; Dr. Luther H. Gulick, city administrator; William 

He Rocker, executive director; Dr. Herman Limberg, chairman; Arthur B. Schuman, suggestion 
committee chairman; Eugene P. Friedman, Young Men's Board of Trade. 

—For More information Circle No. 344 


.£ Orrice—September, 1955 





were presented at monthly luncheon 
meetings and the annual dinner and 
conterence of the Young Men’s Board 
of Trade, to which the recipients of the 
awards and their department heads were 
invited as guests of honor. 

New York City’s employees’ sugges 
tion program instituted by the 
Mayor in August, 1952, after its estab- 
lishment was approved by the Board of 
Estimate. Adoption of the program 
was recommended by the Mayor’s Board 
of Management Improvement which was 
guided by the results of an intensive 
survey, conducted by the Division of 
Analysis of the Bureau of the Budget, 
of suggestion programs and systems in 
private industry and government. The 
organization for the suggestion pro- 
gram consists of the Suggestion Award 
Board, the executive director and ad- 
ministrative staff, the Advisory Com- 
mittee, a suggestion coordinator and 
committee in each participating depart- 
ment, and a citywide coordinating com- 
mittee comprised of the departmental 
coordinators. 


The 


was 


Award 


Board, ap- 
pointed by the Mayor, consists of the 


Suggestion 


88 


Presenting a $100 
Father Knickerbocker 
suggestion award. 
L. to r.: Father 
Knickerbocker, 
Joseph P. Piccirillo, 
Dept. of Welfare; 
Max Mazur, award 
winner, and William 
W.Zeppenfeld, 
Young Men's Board 
of Trade. Father 
Knickerbocker awards 
were donated by 
Jacob Ruppert 
Brewery, New York. 
Their trade mark is 
Father Knickerbocker. 
Unfortunately this 
part of the program 
has been discon- 
tinued. 


director of the budget, the controller, 
the chairman of the Civil Service Com- 
mission, and a public member who 
holds no other public office. The board 
elects its own chairman. Since the in- 
ception of the program, the public 
member has served as board chairman. 
The board formulates the policies and 
procedures governing the program, re- 
views the reports of the executive direc- 
tor and of the departmental commit 
makes determinations 
such reviews, grants awards within the 
limits prescribed by the Board of Esti 
mate, and refers approved suggestions 
to the cognizant departments and agen 
for effectuation. 

The executive director, designated by 
the Award Board, heads the central 
administrative unit for the program, 
maintains liaison with departmental co- 
ordinators and committees, and serves 
as secretary of the award board. The 
central administrative unit is an or 
ganizational component of the Depart- 
ment of Personnel. 

The Advisory Committee 1s ¢om- 
prised of representatives of the mem- 
bers of the Award Board and the chair- 


tees, based on 


cles 
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Lt L208 2 
Lot of Copy Cats’ 


TO DO THE WORK 
OF COPYFLEX! 








You've got them in your company 
forced by paperwork to become “copy cats.” 
case after another, they manually copy the same original infor- 
mation from one departmental form to another. Their work is 


- valuable personnel who are 


Every day, in one 


costly, slow, often inaccurate. 


The new Copyflex Model 100 takes the place of “copy cats.” 
Basic information is written only once—departmental copies are 
mechanically reproduced from the original “action” paper. Copyflex 
one-writing systems speed and simplify purchasing, production, 
shipping, invoicing, accounting, and a host of other operations 
They free personnel for other important work, give you tighter 
control of operations, save thousands of dollars 


All-purpose, compact desk top Model 100 Copy 
flex. Produces up to 300 copies of different 


5498 


Find how Copyfiex can simplify 
and speed the following paperwork: 


originals hourly, 11 inches wide by any length 


Poy 


Purchase Requisitions 


Receiving Reports pp 


@ Notices 
ce 


Tax Returns 


Copyflex machines are quiet, clean, odorless. They require only 
an electrical connection, can be operated by anyone. Mail 
coupon today! 


Anazing New 


BRUNING ) 
Copylex 100" 


Specialists in Copying Since 1897 
CHARLES BRUNING COMPANY, INCORPORATED 


in Conade. Charles Bruning Company (Canoda 


For More Information Circle No. 185 


| 
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Charles Bruning Company, inc., Dept. | 
! 
! 


92-G 
4700 Montrose Ave., Chicage 41, Ilinois 


Please send me information on the Copyflex process 
and new Model 100 machine 





Name Title 





Compony 
Address 
City 


Copies anything typed, written, 
printed, or drown on er 
transivcent paper — in sec: 


- 
| 
\ 
| 
| 
| 
| 
| 
| 


! 
| 
! 
! 


County Srote 


! 
mw oe 


ILLINOIS 


| 
les ee ae es oe 


4700 MONTROSE AVENUE CHICAGO 41, 


105 Church St 


ld Teronto I 
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NOW...as never before... 





NEW TANDEM MODELS 
(2 sizes — 20 and 32 sheet) 





NEW FLOOR 
MODELS 





(3 sizes 
8,10, 16 sheet) 


TABLE-TOP 
MODEL 


(8 sheet) 

















Copyright 1955, Thomas Collators Inc 








cul your collating costs 


new THOMAS COLLATOR 


Here's exciting collating news! 
Now, as never before, you can cut 
those painfully high collating costs 
with the all new electric-powered 
or mechanical Thomas Collator! 


Whether you spend 2 or 200 hours 
a week collating sales bulletins, 
price lists, reports or any other du- 
plicated material, you'll be amazed 
at the easier, faster, more accurate 
operation of the all new Thomas 
Collator! 


Today find out how you can say 
a thankful “good riddance” to the 
time-waste, confusion and mad 
scramble of old-fashioned collating 
methods. Write for your free copy 
of our colorfully illustrated bro- 
chure that tells how to increase 
efficiency, perk up office morale and 
reduce costs by at least 50%! No 
obligation, of course! 


ONLY THOMAS COLLATORS 
cive rou Ad/ tnese 
IMPORTANT FEATURES 


CHOICE OF 
MECHANICAL OR ELECTRICAL OPERATION. * 


EXCLUSIVE SPEED LOAD CONTROL.* 
Automatic lift that permits faster, 
easier stacking in bins! 


NEW ROTATING FEED-FINGER.* 
Never before such efficient, positive operation! 


NEW INCREASED BIN CAPACITY 
AND BIN SIZE. 


NEW OVERALL MODERN STYLING. 


EXCLUSIVE STROKE-STOP REGULATOR.* 
One movement adjusts all feed-fingers 
so they accommodate any sheet size! 

NEW STACKING AND WORK SURFACE. 


Plus the positive protection of a full one 
year guarantee. 
*Not Available On Table-Top Model 


FREE THOMAS COLLATING COST CALCULATOR. 


Instantly 
Thomas 


shows time and money saved between 
collating and manual collating. Helps to 


schedule upcoming jobs efficiently. A must for every 
office that does collating. 


(7: 
Colla tors Sve. 


Other Makes Combined 


165 SALES & SERVICE OFFICES 
COAST-TO-COAST 


1 
1 
1 
' 
i 
' 
i] 
1 
More In Use Than All ; 
i] 
' 
! 
1 
| 
' 
1 
i 
' 


he CLIP OUT AND MAIL NOW! ~-~~-~ 


Thomas Collators Inc., Dept. B 
50 Church St., N.Y.C. 7, N.Y. % 


Please RUSH me: Y 
[] FREE fully-colored, illustrated brochure. 


(-] FREE Thomas Collating Cost Calculator. 
NAME 
COMPANY 
ADDRESS 


CITY 
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man of the citywide suggestion co- 
ordinating committee who is also co- 
ordinator of the citywide forms control 
and records management programs. The 
executive director, who represents the 
chairman of the Award Board, is chair 
man of the Advisory Committee which 
meets at least twice a month to review 
suggestions and evaluation reports, de 
termine the sufficiency of departmental 
appraisals, and prepare for submission 
to the Award Board of 
tions tor approval 


suggestion 


recommenda- 
or disapproval of 


each considered. The com 


bination of specialized qualifications of 


the members of the Advisory Commit 
tee (ineluding personnel administration: 
civil, industrial and methods 
accounting and 


engineer 
auditing; 


gy: office 


ing; 
management, work simplification, forms 
design and control, records management, 


training) insures comprehensive and 


The City of New York 
Employees Suggestion Program 
CERTIFICATE OF AWARD 

° 
me 6 & 
ce i ee 
et tang | ee renee sm 
wee fe ee ee eee ee ee 
’ oe tame ere meter 


Over wm bewt Bows 





She City of New York 
Employees’ Suggestion Program 
CERTWICATE OF MERIT 
ouliewtan Seithnaieioe 
omen een ne ae de 
en me 
rm cee cet 

Cow Nee bee 





New York City's suggestion award certificates 
are attractively lithographed in color. 


appraisal of 
departmental 


and 
and 


thorough analysis 
every suggestion 
evaluation. 

Departmental coordinators and com- 
mittees are designated by their depart- 
ment heads. As a general rule, each 
committee 1s composed of at least three 
employees. The departmental coordina- 
tor is secretary of the committee and 
liaison with the executive director, from 
whom he pertain 
ing to his department. The coordina 
tor refers the suggestion to the com 
mittee for study and evaluation, and 
forwards the committee’s report to the 
executive director. 


receives suggestions 


The citywide coordinating committee, 
which consists of the departmental co 
ordinators, periodically to ex 
change ideas, discuss common problems, 
report on progress and propose means 
for improvement in the administration 
of the program. Guest speakers, repre 
senting the suggestion systems of pri 
vate companies or other governmental 
jurisdictions, are invited to attend some 
of these meetings and their 
methods and techniques. 


A Manual of Policies and Procedures, 
prepared by the executive director with 
the aid of the Advisory Committee, and 
adopted and published by the Award 
Board, forth the basie guide for 
program administration. As defined in 
the manual, the term “suggestion” re 
fers to “any definite proposal contain 
ing a constructive idea for improve 
ment intended to be of benefit to 
the City of New York. Such 
tion may be either new and original or 
involve a application of an old 
idea. It may relate to 
operation, improvement 


meets 


diseuss 


sets 


and 


sugges 


new 
economy oO} 
ot methods, 
elimi 
nation of waste in operations; improve 
ment of working conditions, including 
safety; improvement of public rela 
tions; or to any other matter which in 
the judgment ot Award 
Board may be of material benefit to the 
City of New York.” 

A distinetive 


procedures, systems or services; 


the Suggestion 


New York 


Teature ol 
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af 
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She'll take steps to get 


MULTIKO 


DURAMETRIC 


Experienced secretaries know the value of Durametric Carbon 
Papers. And they'll take steps to get it too. For they recognize 
Webster’s MultiKopy Durametric as the carbon paper with “plus 
values.”” Balanced formula construction for longer -wear and the 
Shurflat treatment to resist curling are two of the big pluses. And 
each sheet is thoroughly inspected to insure its performance 


Another big “‘plus’”’ is the Webster Micrometric Seale Edge on 
each Durametric sheet. This exclusive Webster feature measure 
typing space prevents running over. And the uncoated scale 
edge keeps fingers and copies clean 

There’s a MultiKopy Durametric weight, finish, and intensity for 
every typing requirement. Let your stationer show you how 
Durametric will mean more economy and better work in your 
office. 

Free Sample. WRITE on your office letterhead specifying 

of typewriter and number of carbons usually required 

P.S. The F. S. Webster Company makes fine cotton, 

typewriter ribbons too! 


F S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mas: 


For More Information Circle No. 123 
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“ARCH 
DESIGN” 


adds Beauty 
plus Stamina 





Only genuine 
PLASTICO BINDERS 
heve the ARCH 


PLASTICO 
BINDINGS 


for sales 
figagiialiag 
that’s 
‘‘BOUND 
TO 
SELLE. ss 


With colorful PLASTICOBINDERS, and lie flat, no matter how big or 

your catalogs and sales presentations thick . . . display their contents with 

carry extra sales-power through pres- full-spread effectiveness. Ideal for 

tige appearance plus practical show- reference or demonstration—in every 

manship. size from pocket lists to king-size 
PLASTICOQ-bound books open flat swatch samplers. 


WRITE TODAY for full information, plus name and 
address of Plastico Licensee nearest you .. . to improve your 


@ FINANCIAL STATEMENTS @ ANNUAL REPORTS @ SALESMEN’S 
MANUALS @ PRESENTATIONS @ CATALOGS @ PRICE LISTS ® 
APPLICATION CHARTS @ BROCHURES @ SWATCH BOOKS 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 SHERMAN ST ° CHICAGO 5, itl 
15 W. 24th ST * NEW YORK 10,.N. Y 








THE CITY OF NEW YORK 
EMPLOYEES’ SUGGESTION PROGRAM ae a a ae 


Municipal Civil Service Commission 
299 Broedwey, New York 7, New York 


SUCCESTION 
FoRM 


Deoartment 


| SUCCEST 


present oractice 


in a numerical card file and in a subject card file (see page 96). 





a 
a 

wo 
. 
° 
Vv 
a 
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The suggestion 


| BELIEVE THIS SUCCESTION WILL 
f ave Ave 
time Te 
PROV 
if MORE SPACE IS NEEDED ATTACH ADDITIONAL SHEETS 


FOR OFFICE t 


n form. Bottom stub is detached and both parts numbered. Stub is mailed in window envelope to employee to 


eipt of his suggestion. 


suggestio 


acknowledge re 


MAIL POSTPAID OR DILIVER TO EMPLOYLES SUCCESTION PROGRAM AT ADORESS SHOWN ABOVE 








Employees 


<—For More tnformation Circle No. 342 
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EMPLOYEES’ SUGGESTION PROGRAM 
INDEX 


























EMPLOYEES’ SUGGFSTION PROGRAM 
SUEJECT FILE 











program is the ab 
sence ot boxes. Employees 


submit their suggestions directly to the 
person or 


City’s suggestion 
suggestion 


executive director, either in 


by mail. The suggestion form includes 


96 


a stub for the suggestor’s name and ad 


which the sug 


This form, on 
is submitted in 


gestion is set forth, 
duplicate. Upon receipt in the office of 
the executive director, the suggestion 1s 


dress. 
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MORE COPIES, BRIGHTER COPIES with 


Hammermill's Blue- White 
Duplicating Papers 


for mimeographing and spirit duplicating 
HAMMERMILL MIMEO-BOND 


stencil. Its air-cushion surf; bsorbs s more rapidl 
mudging each other. Watermarked ven colors and sparkling 
HAMMERMILL DUPLICATOR for fast, trouble-free 
bright copies on spirit or gelatin macl Vat 


bly } 
piue-whit 


gives up to 5,000 clear, sharp « 


( 


1i¢ 
Try Whippet Mimeograph and Whippet Duplicator { 
you can obtain busine printing on Hlammermill 

u see the Guild shield on a printer window 
usiness letterhead for free samf and idea 


Facts’, “Better Stencil Co ’  Hlammermi Pape 
east Lake Road, Erie 6, Pa 


rn ERM IQ Q 


DUPLICATING PAPERS 


For More Information Circle No. 175 


-..-yet cost no more 
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ALL ELECTRIC 
COPY MAKER 











Makes Direct Copies in 4 Seconds! 


Now your own secretary can make you direct copies of anything 
you need in just 4 seconds . . . without even leaving her desk! 
Originals can be opaque or translucent, white or colored, 
printed on one side or both! This new office convenience is a 
portable version of the famous “THERMO-FAX"’ Copying Ma- 
chine. Requires no negatives, translucencies or masters . . . no 
fumes or liquids. Get the facts on the new ‘SECRETARY’ Copy- 
ing Machine today. Write to: Duplicating Products Division, 
Minnesota Mining and Mfg. Co., Dept. ES-95, St. Paul 6, 
Minnesota. 





EG. VU. S. PAT. OFF 


ermo-Fax 


S@RANO 


Duplicating Products 


The terms "THERMO-FAX” ond “SECRETARY” ore trade-marks of Minnesota 
Mining ond Manufacturing Co., St. Paul 6, Minn. General Export: 99 Park 
Ave., New York 16, N. Y. In Canada: London, Ontario. 
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assigned a serial number’ which 
stamped on the upper and stub portions 
of both The stub is detached, 
and the original of the stub is mailed 
in a window envelope to the suggestor 


1S 


CA ypiles. 
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as acknowledgment of receipt of his 
gestion; the duplicate stub is filed in a1 


ug 


alphabetical name index. The 
tion is recorded in a numerical card file 
by serial number, and in a subject card 


suoves 










































































file. 


This three-way cross-index facili- 
tates 


reference by name ot suggestor, 
by subject and by serial number of the 


suggestion. 


The original of the suggestion is for 


100 





warded to the coordinator of the depart- 
ment to which the suggestion pertains, 
and the duplicate copy 
the othee of 


numerical file. 


is retained in 
the executive director in a 
The identity of the sug- 
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2 NEW MIMEOGRAPHS 


provide deluxe features 
at economy prices 


For Example—there is the automatically ris- 
ing feed table of these new A. B. Dick mimeo- 
graphs. It holds 500 sheets of substance 20 paper 
for longer runs without reloading—and a single 
inking produces up to 500 sharp, black copies. 
A. B. Dick mimeograph products are for use with 
all makes of suitable stencil duplicating products. 


™ A.B: DICK 


THE FIRST NAME IN DUPLICATING 


Model 437 
Electrically operated 


- 
Model 432 ~ OT al 


Hand operated 


? 


A. B. DICK and & are registered trademarks of A. B. Dick Company. 


For More Information Circle No. 121 
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gestor 1s not divulged at any time prior 
to publication and presentation of an 
award for an approved suggestion. 

Reports of evaluations by depart 
mental committees are submitted to theis 
department heads for approval prior 
to submission to the executive director. 
About twice a month he convenes the 
Advisory Committee for review and 
consideration of suggestions and evalua- 
tion reports and preparation of recom- 
mendations to the Award Board. The 
latter meets about every other month. 

Cash awards for suggestions ap- 
proved by the Award Board range from 
$10 to $500, and are accompanied by a 
Certificate of Award. A Certificate of 
Merit is presented where an approved 
suggestion is not deemed to warrant a 
monetary payment. By July, 1954, 114 
cash awards totaling $5,810 had been 
presented to city employees for their 
suggestions, the adoption and imple 
mentation of which will produce annual 
savings of approximaiely $450,000. 

While awards are based on estimates 
of savings, actual results are detailed 
in reports submitted to the executive 
director by departmental coordinators 
at the end of each year. These reports 
are an incident of the follow-up by the 
executive director on each suggestion 
for which an award was made, and are 
reviewed by the Suggestion Award 
Board. 

To effect the widest possible applica 
tion of each approved suggestion, copies 
of the details of each are sent to each 
department for consideration. Where 
reported adoptions and savings indicate 
amounts in excess of the original esti 
mate upon which the award was based, 
a supplemental award is granted to the 
suggestor 


New York City’s suggestion program 














nas proved tS Vaiue as an elitective ad 
ministrative tool. It has created an 
officially sponsored channel for bottom 
up communication of ideas which art 
constantly solicited by top management 
and which are given serious and thor 
ough study. To quote the city ad 
ministrator, the suggestion program is 
a mechanism for increasing “functional 
efficiency by a feed-back of ideas from 
employees to those in supervisory and 
policy-making capacity.” 

The suggestion program has stimu 
lated employee interest in the accident 
control, forms control and records man 
agement programs as fertile areas for 
ideas and has contributed in large 
measure to the attainments of each of 
those activities. The overall manage 
ment improvement program has been 
ulvanced through employee participa 
tion in efforts to realize greater effici 
ency and economy in municipal opera 
tions, and such participation has been 
an important factor in enhancing em 
ployee morale. The cash awards hav 
provided employees with a means of 
augmenting their salaries and raising 
their stature through the recognition 
accorded in the presentation ot such 
awards. 

Although accomplishments thus far 
have been encouraging, constant promo 
tion of the program and stimulation of 
employee interest are essential to 
broaden participation and attain an 
ever increasing volume of beneficial re 
sults. Thus, all components concerned 
with the administration of the sugges 
tion program are cooperating with fer 
vor and diligence to realize, in the near 
future, a minimum of 20% employee 
participation and annual savings of at 
least $2,000,000 from approved sug 


gvestions. 


és 

3 “So tar today, you've used 

up two hours of your next 
year’s vacation.” 
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...first choice in 





TRANSLUCENT 
PAPER 


for 


DIRECT-PRINT 
COPY MACHINES 


FASTER... 
BRIGHTER... 
CLEANER... 


IN THE NEW, 
EASY-TO-OPEN 


CARTON! 
Your first trial of NEKOOSA MASTER-LUCENT will tell you that 


here is a master paper designed to meet your most exacting direct 
print requirements. Nekoosa Master-Lucent makes copies faster 
because light passes through faster Nekoosa Master-Lucent is 
stronger to withstand erasures and constant handling. And you always 
get clean copies because Nekoosa Master-Lucent is made clean in 
America’s most modern paper mills. Available from your Nekoosa 


paper merchant in a variety of standard sizes for all office needs 


Just pull the convenient 
tear-strip and the car- ANOTHER PAPER 
ns os Se 
ton top is off in a jiffy! by the makers 01... MEKOOSA BOND © NEKOOSA LEDGER © NEKOOSA MIMEQ 
NEKOOSA DUPLICATOR © NEKOOSA MANIFOLD 
NEKOOSA-EDWARDS PAPER COMPANY ao PORT EDWARDS, WISCONSIN 


For More Information Circie No. 140 
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Principles of 
CODING 
In Business 


DANIEL L. GRANT 
Office Methods & Systems Engineer, 
Tecco Systems Co., New York. 


LL BUSINESS 
and coding but organizations 
have not comprehensive, 
long-term plans for the most effective 
use of coding techniques. 


uses numbering 
most 


created 


They accept 
and endure the necessary numbering and 
coding which they do, but few look 
upon these techniques as creative, con 
structive tools, nor have they coordi 
nated to the best effect the various cod 
ing systems which they use. 

While the origin of codes is lost in 
antiquity, modern machines compel an 
ever increasing use of codes. There is 
no alternative! No business may ignore 
this matter, although some are so in 
different that they permit first one and 
than another influence, such as the sup- 
plers of machinery and supplies, to 
force a hodge-podge of numbering and 
coding systems upon them. Some may 
be excellent and some may be poorly 
constructed, The excellent 
lost in the struggle with 
with 


ones are 
poor ones or 
The nondescript 
codes strangle and languish, kept alive 
only by the lash of necessity. 

Coding for machine processing of 
data should be well conceived to pro 
vide increased efficiency at the handi 
craft level. The speed of some of the 
simplest operations can be doubled 
and the factor of error similarly reduced 
in contrast to the planless procedures 


no codes at all. 


104 





There are no natural 
productive pro 


In common usage. 
workers; every 

be learned 
bre vity’s sake, we 


9 
“anode to 


oflice 
cedure must 
For 


single 


will use the 
this 
eon 


connote 
where the 
more definition. 
herein to coding in 
problem is in no sense 
peculiar to nor are its best 
which are applicable to busi 
enterprise. 
Every aspect of the problem is equally 


word 
subject 


oe neral exces pt 
text calls for 
While we reter 


business, the 


ex plicit 


business 
features, 
exclusive to business 


ness, 
relevant in government, 1n social service 
institutions, schools, hospitals and the 
prolessions 

Coding is the substitution of a sym 
statement or description ol 
fact. The may single 
part or of various parts. It may be 
written by any existing method, or ex 
pressed physically by such means as a 
hole in a solid for mechanical, manual 
or electric operation It may be visible 
or invisible. 

A eode may enlarge or redefine in 
formation by motivating or integrating 
other 


bol tor a 


code be In a 


instances a code 
requires interpretation although it 1s 
frequently self-explanatory. 

The primary function of a code is to 
provide simplicity, speed and accuracy 
in processing and recording data. 

A coding system for a given enter 
prise is a 


codes. In most 


combination of integrated 
codes, or separate codes as components 
of an overall coding plan. It may in 
clude a standard coding system or that 
of a related enterprise, such as a cus- 
tomer or correspondent. 

One of the most universally known 
codes is that designating your telephone. 
The telephone company may write if, 
for your convenience and its profit, as 
BOgardus 4-7601. Mechanically it em 
ploys or processes it as 9647601. Sub 
seribers with large telephone usage have 
many lines and additional 
each line, so that the 
nounce his number as 
extension 1046. But 
long to write, so this is coded by com 
mon practice as “ex” or “x” 1046. (How 


stations tor 
user may an 
4-760] 
“Extension” is too 


Sogardus 
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How to save 
folding time 
and money! 


The hand folding of form letters, 
bulletins, statements and other mail en- 
closures is not only monotonous and 
boring for your office workers... it also 
wastes their time and your money! 

You can stop this waste with a Pitney- 
Bowes model FH office Folding Machine. 

Electrically driven, with semi-auto- 
matic feed, it is far faster than hand 
folding. It can make two folds at once, 
double fold 84% x 11 sheets up to 5,000 
per hour. With automatic feed (optional 
at slight extra cost) it is even faster. 

The FH makes eight different folds, 
handles sheets as large as 8'4 x 14 inches, 
as small as 3 x 3 inches in most any 
weight and finish. It even folds sheets 


PITNEY-BOWES 


Folding Machines 


Originators of the postage meter... 
94 branch offices, with service in 259 cities 
in U. S. and Canada. 


Costs less 
than a 
typewriter! 


stapled together, easily, accurately. 

Small and light, it can be moved any- 
where, used easily by anyone, doesn’t 
need skilled operators. Just move two 
knobs to the required measurements and 
it’s ready to fold in seconds! 

The FH costs less than a typewriter, 
quickly earns its cost even with only 
occasional use in small offices. Call your 
nearest PB office for a demonstration. 
Or, send the coupon below for a free 
illustrated booklet. 





The larger fully automatic 
Model FM, folds up to 
19,000 sheets an hour. 


APSSSSSSSEEERER EEE 
PirNey-Bowes, IN« 

3410 Walnut St., 

Stamford, Conn 


Send free booklet on Folding 
Machine to 

Name 

Firm 

Addr 
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introducing 


EFFORTLESS 
COLLATING 


Electric Collator 

Collate without effort — without 
fatigue. Collate as fast as you dup- 
licate WITH THE NEW COLLA- 
MATIC — the electric collator de- 
signed specifically for the modern 
office. 

Think of it, an electric collator 
that will cut labor costs in half 
actually pay for itself. An office 
machine that everyone will love 
to operate. 

Touch the automatic starter and 
the sheets are advanced for inspec- 
tion. Touch it again and collate. 
Just touch and collate; that’s all. 

Lots of other features too! Each 
bin will hold more than a full ream 
of paper. Scientifically designed 
stapling and stacking bin insures 
uninterrupted work flow. Positive 
feed, MAGICFEED rollers feed 
right down to the last sheet. Priced 
to sell for LESS than most mechan- 
ical collators. 

Pe Be first to have “EFFORTLESS 
Model “800 COLLATING” in your office. Write 
CONSOLE for brochure and the name of your 


nearest distributor. 


[_] '’d like a demonstration of the New Collametic. 
[[] Please forward additional information. & 


Name Title Wayne, New Jersey 

Firm MOuntain View 8-2900 

Street 

THE ELECTRIC COLLATOR 
City .. State FOR THE MODERN OFFICE 


For More tnformation Circle No. 152 
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many things does the lowly x code: the 
unknown in an algebraic equation; the 
former spouse of a divorced person; 
transactions in United States Steel Co. 
shares on the New York Stock Ex- 
change; a telephone substation for the 
use of the assistant sales manager; or 
the code room, if you please, at the 
risk of overplaying the use of this im 
portant four letter word CODE!) 

So now the telephone number looks 
something like this for the assistant 
sales manager of the subscriber to tele- 
phone No. (“No” for number please) 
3ogardus 4-7601: 2647601x1046. But 
who can read, listen to with ease, recall 
with accuracy, and record without 
transposing or missing a numeral a full 
telephone number which is thus consti- 
tuted—26476011046. 

But vou can easily memorize Bogar- 
dus 4-7601, particularly when there 
may be no Bogardus 1, 2, 3, 5, 6, 7, 8, 
or 9, and when it is known that the 
3ogardus exchange serves the whole- 
sale meat district of the city whereas 
Bowling Ball serves the night elub dis- 


trict, or the silk stocking district. (Is 


“silk stocking” description, definition, 
colloqualism, or a code?) So you ean 
easily hear, understand, speak and 
memorize Bogardus 4-7601. All of these 
are important human traits in the suc- 
cessful use of this particular code. It is 
arranged to be automatically trans- 
lated into a series of numerals only for 
mechanical processing because machines 
do not have to hear, understand or 
speak, and they substitute recording for 
memorizing. 

That you may be induced to work for 
the telephone company and make your 
own call of 2647601, the company has 
not only named this exchange but it 
emphasizes how to go from code to 
code by writing the number BOgardus 
4 hyphen (-) 7601, although it does not 
care whether you dial BO 4-7601 or 
2647601. Or does it? Indeed it does 
if there is any chance that you will con 
fuse zero and the letter “O” when you 
call. (In fact this is a principal fallacy 
in the telephone dial: the appearance of 
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both the letter “O” and the cipher “0. 
It is our guess that if they were design- 
ing the dial today in the light of the in- 
creasing need for cipher-code control be 
cause of the widening circle of tele 
phone service, they would not use two 
ideas represented by the same symbol.) 

But what about the hyphen? Is it 
wasting a space? Mechanically, yes; 
but not from the human compatibility 
point of view. It is needed. As used 
here the hyphen is a hyphen, but it 
might be a code. 

May we interject the observation that 
we are considering the telephone code 
from the viewpoint of general interest 
based on information which is available 
to all. We do not know, and if we did 
we would not thus write, of the 
mechanisms of the telephone company 
to handle the problem presented here 
so far as its internal procedures are 
concerned. We can visualize any of a 
number of techniques which may be 
employed, and they probably have many 
highly specialized mechanical devices to 
record and process codes which I do 
not know of. This explanation is in 
terjected lest the telephone company is 
in any sense held accountable for what 
is written here. This analysis is for 
illustrative purposes only. 

What happens in the electrically mo 
tivated machinery which, without hear 
ing a word or uttering one, picks up a 
call from Fishbein 6-9246 and selects a 
distant city, and a given telephone ex 
change therein, and connects the sub 
seriber’s or call to BOgardus 4-7601? 
In doing so it may handle machinery 
controlled by codes which may be ex 
pressed in an unbroken series of nu 
merals which may look like 3962694701. 

In handling this call the telephone 
company may have to pick up, inter 
pret (by automatic code) and reapply 
your request by finding an alternate line 
or lines to get you from the Fishbein 
line in one city to Bogardus in another 

or 2 in the millionth position and ] 
in the hundredth thousandth position to 
4 in the millionth position to 3 in the 
hundredth position, on any of a dozen 
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circuits or combinations of circuits 
which make the trip from city to city, 
and then select the desired exchange 
from among them. 

If someone later wanted to know 
whether Bogardus 4-7601 in fact called 
Fishbein 6-9246 or did Fishbein call 
3ogardus on a given day, at a given 
hour, how long the line was kept open, 
whether there was an error in dialing, 
whether the call originated over the 
Bogardus 4-7601 station or whether in- 
deed it was originated from the neigh- 
bor’s apartment and the call was from 
Bogardus 4-3107, or from a pay station 
at the corner drug store—there is prob- 
ably certain collaterial information 
which the telephone company’s coding 
apparatus will record and which could 
be dug up. 

The point here we trust is established 
that through various coding techniques 
a wide amount of diverse information is 
processed and recorded; and that from 
this, by other codes, the company may 
caleulate how much you this 
particular telephone and 
how much to collect from you and pay 
to Uncle Sam as his tax. Beginning 
with a code for designating a telephone 
which is adjusted to the habits and psy- 
chology of the casual user of telephone 
service, the company gathers in the eall, 
and the facts resulting from it, and pro- 
through electronie 
means to provide a host of services and 
facilities without further interference by 
human service. 

Other illustrations of the use of 
codes by business will doubtless 
to the reader who will be 
there are many technical problems 
connected with and that the 
dollar value of the best coding is a tre- 
mendous consideration in 
and financial life. 

The use of numbers and letters (also 
letters making a word) are recurrent 
in the illustration. So far as 


owe tor 


connection, 


ceeds mechanical or 


oceur 
aware that 


coding 


our economic 


above 


public knowledge is concerned, no sym- 


bols are used except the hyphen. This, 
while not essential to the code, is an 
important help to the collateral con- 
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sideration of being compatible with hu- 
man characteristics in using the code. 
In this instance, the hyphen is solely 
for these human purposes. It may be 
dropped and no feature essential to 
the code’s functioning will be lost. But 
it helps very much in calling, under- 
standing or memorizing the number. 

3eyond usage by the public, the in- 
ternal operations of the telephone com- 
pany in handling any given call doubt 
less employ symbols, such as holes in a 
card or a tape for electric or mechanical 
impulse or control, holes or notches in 
ecards for manual motivation, magnetic 
spots of variations in the opacity of 
paper, and many other fixed 
recognizable by human faculties or me 
chanical techniques. 

A code is more than the 
definition of fact which it replaces be 
cause there are too many possible varia- 
tions in the manner in which the fact 
may be expressed, whereas there can 
be no variations in the code itself. For 
instance, Chas. J. Smith may have an 
account which is coded as 76-104. That 
is unvarying. Not in the same system of 
coding can there be another 76-104. But 
suppose that Chas J. Smith elects to 
vary his signature, and on a second oe 
Charles J. Smith, or a 
third as Chas. Jonas Smith, or a fourth 
Smith, or a fifth as 
C. Jonas Smith, or a sixth as C. J. 
Smith, ete., ete. All these variations 
present a problem in interpretation and 
an invitation to error. But how can 
you write 76-104 with a variation? True 
it may be 76104, or 76,104, but under 
the usual practices this would not 
change the definition of the basic fact, 
but might be omitting or changing some 
collateral information represented by th« 
hyphen, the space, the comma or by 
the substitution of any other symbol 
in that space, except a numeral. 

This does not get into the complexi 
ties—all of which are overcome by the 
use of a number—of the situation in 
which there are two Chas. J. Smiths, but 
from different cities, or perhaps from 
the same city; nor the cases in which a 


dey 1ces 


accurate 


ecasion it 1s 


as Charles Jonas 
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Pencil Sales Division 228-J-9, The Joseph Dixon Crucible Company 
Jersey City 3, New Jersey 
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given Chas. J. Smith has several ac 
counts or a single account with several 
shipping points. All confusion and in- 
exactness are eliminated by the use of 
a number for each fact or set of facts. 
One customer may be John Dee, the 
next Emanuel Burlingham Leffingwell 
two words vs. three words; seven let- 
28 letters. Numbered, they are 
processed through the various paper- 


ters Vs. 


work techniques as two peas in a pod. 


One 1s coded as 18-496, and the next as 
27-342—same same 
simplicity of reading or recording the 
same exactness of definition. There are 
many of the advantages thus 
gained, detailed to be 
here. 

We can 
illustration to 
processing. 


number of spaces, 


aspects 
too discussed 
extend the telephone code 
emphasize economy in 
Suppose you are taking off 
a list of items, or controls or any other 
numbered series for analysis, report or 
wire transmissal or other processing. 
You come to the group of entries in the 
major field of the number represented 
by say 18. Your entries thus become 

18-107 Then 24-110 

147 174 

189 198 

672 627 

ete. ete. 

On the other hand, there 1s some waste 
in BOgardus. What of the “gardus”? 
What purpose does it serve? To limited 
ones: memorization and ealling (pos 
sibly value in understanding or 
comprehending). In any event, beyond 
those points the “gardus” drops away 
like the umbilical cord. Those letters are 
not needed after the first 

However, for 
processing the 


some 


‘ 


act. 

certain collateral 
telephone number can 
be shortened and simplified by coding a 
part of it. The exchange designation 
may be reduced from Bogardus 6 to a 
simple letter “a”—difference of 9 spaces 
and even more in penstrokes in writ- 
ing. In a recent experience we had to 
analyze the calls and costs of a certain 
subscriber which were going through a 
given group of exchanges. The codes 
we used were ictters, as follows: 
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OUR TELEPHONE 
CODE EXCHANGE CODE 


Adams 2- 
Boling Ball 8&- 
Chesapeake 5 
Digby 4- 
Edgemere 5- 
Fairlawn 4- 
Gracie Square 3 
Hubbell 2- 
Jackson 3- 
Knickerbocker 4 
Murray Hill 5- 
Navarre 9- 
Quincy 6- 
Randelman 7 
Stockton % 
Twining 9 
Virginia & 
Wickersham 3 
Xerxes 8- 
Yarrow 7- 
Zanzibar 7 


SPACES ¥% OF 
SAVED SAVING 


s3gx-re “-cacce 


n= we < eer 


$y this re-cording operation we saved 
perhaps one-half the paper and two- 
thirds the calling or writing time; ob- 
tained secrecy and possibly sacrificed a 
minimal amount to error. 

This analysis of illustrative high- 
lights of coding, I think, suggests that 
there are three major questions which 
should coneern anyone who undertakes 
a study of the coding problem in his 
own business. 

1. Obtain the maximum flow or con 
tinuity of use of the same code, or the 
same with adaptations for 
different operations or controls, through- 
out the total enterprise served. 

2. Adopt and interpret machines and 
other mechanical equipment in terms of 
their facility in using codes effectively, 
without requiring that the code be un- 
necessarily 
plicated. 

3. Pay strict attention to the psy 
chological problem involved, and the 
flexible adjustment of codes to manual 
as well as to machine operations. 

A collateral consideration to the 
second major question is that of gain- 
ing some insight into new machines and 
electronic methodology even though 
many of them may be still on the draw- 
ing board. One of the factors enter- 
ing new machine design at the drawing 
board level is efficient and effective use 
of codes to control the data which the 
machine is designed to process. 


These are: 


code base 


long, unreadable or com 
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A NEW Cra IN DUPLICATING .... 
Electric Rocket Automati 


= abu ous Mandatd 
* ROCKET 


e latest, the most advanced design in 
rid _duplicators, completely automatic ... A 
troubleproof, long life machine, guaranteed by 
Standarg/ the Pioneer of Fluid Duplicating in 

ica. It opens up a whole new world of 
efficiency and economy in handling the mounting 
paper work in today’s business. 


Just flip the switch and 
quiet dependable power 
makes short work of your 
duplicating. Speed, 120 
copies a minute. 


This feather - balanced, 
efficient lever control 
gives instant automatic 
response at a_ touch. 
Down for a single copy. 
Up for a full run. 


ae STANDARD DUPLICATING MACHINES CORP. 
; EVERETT 49, MASS. 


CONTINUOUS 
Gentlemen: 
The description of your new Standard Electric 
Rocket sounds very interesting. Please contact us for a 
demonstration in our own office. We understand there 


INTERMITTENT 
is no obligation. 


Use the handy coupon for a demonstra- 2 Company 
tion. You will be under no obligation. Address 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. Individual 





NOW 


for the first time! 


prepare masters 
for spirit and other 


fluid-type duplicators 
by 


XEROGRAPHY 


Xerography revolutionizes the whole field 
of spirit and other fluid-type duplicating 
with its speed and economy! Now, mas- 
ters can be made in minutes. Before, it 
often took hours. 

It’s easy for an office girl to prepare 
these types of masters—-with photograph- 
ic accuracy. Multiple copies of a letter 
(including letter-head and signature), 
engineering drawing, report, parts list, 
magazine article, newspaper clipping, or 
any other type of document can now be 
run off quickly and economically on a 
spirit or other fluid-type duplicator. 

It is not necessary to retype or redraw 
an original document. With the versatile 
new XeroX® Flo-Set* Unit and XeroX 


copying equipment, anything written, 


printed, typed or drawn can be copied 
onto a master exactly as it appears in the 
original. Documents up to 17”x22” can 
be reduced to 8'2"x11" 

Xerography is a clean, fast, dry, elec- 
trostatic copying process. Eliminates 
drawing, tracing or typing onto masters 

no proofreading or correcting 

Versatile xerography can also be used 
for preparing masters, for offset duplica- 
tors and translucent masters for diazo 
type machines. In addition, up to 8 
copies of a document can be made from 
one xerographic exposure, including an 
offset paper master or translucent master 

Let us show you how versatile xerog- 
raphy can save time and cut your dupli- 
cating costs 


WRITE for details of this new dimension in speeding paperwork, *4 1svemaxx o 


THE HALOID COMPANY 
55-21X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


SR ene a te om nn 


versatile way te make masters for duplicating 
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How Convair Improved Its 
Photographic Methods 


CHARLES LAHR JR. 
Systems & Procedures Analyst, Convair, San Diego, Calif. 
(A Division of General Dynamics Corp.) 


ECENT STUDIES of applications 

of photography at Convair-San 

Diego have lead to significant opera 
tional improvements and reduced costs. 
These studies grew out of a number of 
problems common to many business 
firms that their own photo- 
graphs. Savings to our company range 
trom 30% to 50% of previous operat 
ing costs. The continuing development 
of new and expanded techniques and 
applications for photography as an in 
dustrial tool brought about increased 
workloads and an urgent need for in- 
utilization of existing photo- 
graphie facilities. 

Problems expediting photographie 
work orders at Convair became particu- 
larly acute as the rapid build up in 
workload occurred at a time when 
operation budgets were being reduced. 
In order to assimilate this increased 
load under tight budgetary “conditions, 
a systems study was made in an effort 
to reduce photo processing time wher- 
ever possible. The survey was made in 
separate phases and the improvements 
instituted as follows: 

The photo lab processes over 225 000 
8” x 10” prints a year. These prints 
are made from four sizes of negatives, 
oie x Big" kW x’, 6 xT’ and Ss’ x 
10”. Photographic coverage is pro- 
vided for various programs, projects, 
processes, products, facilities, 
flights, and many other diversified cate- 
gories. 

Security is a consideration at Con 
vair. Many of the photographs con- 
cern government projects that are classi- 
fied as secret or confidential and in such 
cases the photographs must be so identi- 
fied on the face and back of photos. 

Because of the various conditions un- 


process 


creased 


tests, 
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der which photographs are made, it has 
write the title or 
security classification on the negatives 
as is done in some organizations. In 
the past, the title was made by cutting 
a card stencil, one letter at a time, and 
as much as three minutes were spent in 
preparing a title. The approach to this 
problem took many turns but the final 
solution was found in the form of a 
photographie stencil that could be pre 
pared on a typewriter. The average title 
stencil is now prepared in less than 30 
representing a saving of 2! 
minutes per title. 

The photographic stencil serves an 
other purpose as well. The back of the 
stencil is carbonized and the envelope 
in which the negative is to be filed is 
placed behind the stencil in the type 
writer. In this manner the title is typed 
simul 

title 


not been feasible to 


seconds, 


on the stencil and file envelope 
taneously. After printing, the 


Carbonized stencil allows preparing a photo 
title stencil and the negative file envelope at 
one typing. Stencil is made by Milo Harding 
Co. Also shown is one of the divided draw- 
ers for filing twice as many 5" x 7" negatives. 
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stencil and negative are filed in the 
same envelope. 

Many types of numbering systems 
are used in print identification and the 
selection of any one depends on the cir- 
cumstances of operation. Within the 
selection of a proper numbering sys- 
tem lies the success or failure of the 
cataloging and indexing section. Pre- 
viously the photo lab had used an alpha- 
numeric system (FY-12345) to identify 
prints. The only code significance in 
the number was in the FY which identi- 
fied the project involved. Since most 
of the photographs are of Convair de- 
signed projects, it was decided to iden- 
tify prints in a manner similar to the 
method used for numbering engineering 
drawings. 

The new numbering system is com 
pletely numeric and consists of nine 
digits, 00-00-00000. The first two digits 
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Classification and title are 
printed on the photograph 
at the same time that the 
print is exposed in the en- 
larger. Numbers |, 2 and 3 
indicate light boxes for 
printing the title and secur- 
ity classification. Boxes are 
hinged to the easel and 
swing upward for insertion 
and removal of sensitized 
paper and stencils. Less 
exposure time is required 
for printing classification 
and title than for printing 
the photo. Number 4 is the 
time switch for the boxes, 
5 is the on-off switch, 6 
prints title only, 7 prints 
classification only. 


are coded *to identify the project or 
major classification of products, facili- 


ties, ete. The second two digits are 
coded to identify specific parts of a 
project. The last five digits have no 
significance and are assigned 
sequentially as required. It is obvious 
that this numbering system assists in 
cataloging and indexing prints. 

secause considerable information is 
required on the face of the print it was 
readily apparent that a mechanical de 
vice would be necessary if processing 
time were to be shortened in this ac- 
tivity. Photo lab personnel designed 
an easel which is used in connection 
with conventional enlargers. In the 
illustration, figures 1 and 3 are light 
boxes for printing the security classi- 
fications. Figure 2 is the light box 
under which the photographic title sten 
cil is placed. These three boxes are 

For More Information Circle No. 295—>» 
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International 


Systems 


Meeting ... 


GENERAL SESSIONS will hear experienced 

authorities on Organizational Planning—Meas- Worksho 

uring Office Work for Incentives—Training p 
Personnel for Electronics — Operations Re- 

search Techniques—Quality Control—Select- 

ing Communication Media—Procedure Writing for 

- New Electronic Developments Records 

Management—lInstalling a Large Computer 

How to Listen—Punched Card Yardsticks 

Management Improvement Programs Management 


Streamlining Procedures Management Re- 
porting Methods—Applying Statistics to Sys- SHERATON-CADILLAC HOTEL 


tems. DETROIT 
OCTOBER 10, 11, 12 


IN-PLANT SEMINARS at Ford 
Motor Company, Chrysler Corp FULL-DAY SEMINARS on forms control, work 
Burroughs Corp., General Elec 
tric—Carboloy, Michigan Bell 
Wayne University, City of De- ures dept., work measurement, conterence lead 
troit, General Motors Tech, Ar 


simplification, organizing a systems and proced 


ership, organization: é y 
gus Cameras, Michigan Hospital ip, organization al planning, making an 
Service, Standard Accident In electronic Survey ; applying electronic data to pay 


surance Co., Evans Products, roll, to billing and accounting, to production 
Ford of Canada. , , 
planning and material control; integrated data 
processing; operations research, its organization 
and application to inventory management, pro 
duction control, marketing and distribution, and 
YOU CAN TAILOR THIS CON- to purchase vs. make costs. 

FERENCE TO YOUR SPECIFIC 

NEEDS AND _ INTERESTS! 

There's a wealth of value here 

for you but you must register at 

once. Write today for a copy of 


the complete program and regis- EXHIBITS of the latest, most talked-about equipment. 
tration forms. 


SYSTEMS & PROCEDURES ASSOCIATION OF AMERICA 


Mr. Dar E. Tisdale, General Chairman 
Pioneer Specialty Co., Dept. Cfy 6537 Russell St 
Detroit 11, Michigan 





mounted on a hinged portion of the 
easel and swing upward 95° for the in- 
sertion removal of the sensitized 
paper stencils, 


and 
and 

The classification and title are printed 
at the same time the enlarger is making 
the print. However, the time 
required for the and title 
is less than that required for the print 
Figi ure 4 is the time switch for boxes 
# 


ex posure 
classification 


2 5 is the on-off switch; 6 prints 
title onto: 7 prints classification only. 
Eight of these easels were built by Con- 
vair’s plant engineering department and 
since their installation the printing 
time per print has been reduced by more 
than half. 

All negatives regardless of size were 
filed 8” x 10” envelopes. A statisti- 
cal analysis showed that in the last few 
years the number of 8” x 10” negatives 
had dwindled to less than 10% of the 
total. All over negatives could be filed 
in 5” x 7” envelopes. By putting a di- 
vider from front to rear in a standard 
81,” x 3 file drawer, and filing two 
rows of 5” x 7” enve lopes i in one drawer, 
the shete lab increased its available fil- 
File cabinets form- 
negatives now hold 


ing space by 50%. 


erly holding 1500 


S000, 
File prints are 


used extensively by 





the various departments in their re- 
search work. When a person did not 
know the number of a print he wanted 
it was a lengthy hit or miss proposition 
to locate it for him. With the new 
coded number, photo lab personnel can 
usually pinpoint the particular print 
within a group of 50 to 100  photo- 
graphs even though the specific print 
number is not known. 

In addition to normal filing the cross- 
reference indices, extra prints are made 
on active projects and put into three 
ring binder covers under 
tions and in numerical sequence. 
a design engineer, for instance, 
a picture of a certain area of a project 
a quick glance through the binder will 
tell him whether or not that picture 
already exists. If not, he requests that 
one be made. Having the available 
prints readily accessible for reference 
reduces the number of needlessly re- 
peated shots. 

The print catalogue also provides tne 
means for a planned print retention 
program. A periodic check of the date 
in the title box indicates the current 
status of the prints. Subsequent re 
moval of obsolete negatives from the 
files for in archives follows the 
review. 


code designa 
When 


desires 


storage 


“BREAKFAST READY?” 
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Clear your 
desk for 


action 


with the worlds most advanced kind of dictation ! 


The Dictaphone’ PRESIDENT. with remote Power-Control 


At your fingertips is the best elec- 
tronic dictating equipment in the world. 
Vet all you have on your desk is a stream- 
lined hand mike. 

It’s the latest in automatic dictation— 
the Dictaphone PRESIDENT. To clear 
your desk of work as it comes up, pick 
up the mike and dictate. At your secre- 
tary’s desk, the Dictaphone TIME-MASTER 
dictating machine records it all. 

Thumb-tip controls give you complete 
command, You start, stop, mark correc- 
tions, indicate end of a letter, play back 
through built-in speaker or microphone, 
review your last few words of dictation. 


For executives who must have the fin- 


OICTAPHONE AND TIME-MASTER ARE REGIST 


E 


RE 


est in efficient dictation, the Dictaphone 
PRESIDENT is the answer. Mail coupon 
for complete information 

desk trial of the PRESIDENT. 


or a free 


DICTAPHONE 


CORPORATION 
420 Lexington Ave., N. Y. 17, N. Y. 
Please send me your illustrated booklet 
with complete details 
i I would like to try the Dictaphone 
PRESIDENT on my own desk. No obliga- 
tion, of course. 


NAME 


ADDRESS. cc cccccccvccece 


D TRADE-MARKS OF DICTAPHONE CORPORATION 
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Why does this 
chrysanthemum 
promise you 


more typing 
production? 


This chrysanthemum weighs about two 
ounces, 

It takes less weight than this for your 
secretary to press down a single key of 
the new Royal Electric. When she gets 
to the end of the line, it takes only three 
ounces to press the carriage return key. 

It is 26 times easier to do these oper- 
ations than on a non-electric typewriter 

which means more production from her. 


Talk to your Royal Representative. 
With knowledge of secretaries’ salaries, 
days worked per year, hours typed per 
day and increased production, he’ll figure 
out with you the savings you may expect 
by installing new Royal Electrics. 


OY, L electric 


standard « portable + roytype® business supplies 
Royal Typewriter Company, Division of Royal McBee Corporation 


For More Information Circle No. 300 
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AND FORMS 
DUPLICATING 


The first truly automatic electric 

duplicator with push-button 

r] control, All you do is push the 
HERE'S button and motor and feed start 
operating, and last sheet through 

WHY. turns off both feed and motor 
eee automatically! The Conqueror 

Model 76 is the electric dupli- 


cator with unequalled features 
—at an unequalled price, 


Feed Lock-Out (arrow at right) makes 
Model 76 the ideal duplicator for systems 
and forms applications. Lock-Out permits 
single sheet feeding as it holds automatic 
feed inoperative. Push-Button motor 
switch in combination with Lock-Out gives 
you single sheet feeding and single revolu- 
tion operation with each press of push- 
button. Block-Out Slot (not pictured) lets 
you quickly and easily mask information 
on master so that any portion you desire 
to block-out will not reproduce. 


Ask your Conqueror dealer to demonstrate 1821 S$. Kostner Ave 

the Model 76 or send for FREE booklet, 

“Duplicating Problems Conquered.” Chicago 23, Illinois 
For More Information Circie No. 184 


120 Tue Orrice—September, 1955 








DO WE HAVE A MAN WELL...ER, 
WHO CAN MILK WE MIGHT, 
RATTLESNAKES WORKING)} BUT | DO 
HERE SNERDLY % KNOW... 


VEZ A WHAT &)/BEATS 
VN. Me? 


f » 


ha (i 


TN oS 
NO ‘SKILLS’ FILE 


== 








ANY INFORMATION 
ON A MAN WHO 

CAN MILK RATTLE- 
SNAKES, SNERDLY * 


WHY YES, | 
BELIEVE WE 
HAVE JUST THE 
MAN YOU 
NEED / 











WITH ‘SKILLS’ FILE 


Be Your Own Talent Scout 


SEYMOUR PAGET 
Methods Analyst. Bayonne, N. J. 


ELP WANTED ads are expensive, 
They also may be none too reliable. 
If your company utilizes advertise- 
ments to obtain skilled employees, you’ve 
already found this out. These ads can 
be unnecessary. Quite frequently, the 
man you're looking for is already work- 
ing in your organization. You know him 
and say “Good morning,” to him—but 
you’re unaware of his latent skill be- 
cause he’s employed in some other ca- 
pacity. 
The better paying jobs, the ones your 
employees strive for, usually require the 
most skill. In most instances, manage- 
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ment would rather fill these jobs with 
employees of the firm whose abilities 
have already been demonstrated, rather 
than to employ someone untried. 

If you knew that a bright, young 
shipping clerk had been studying ac 
counting, you could use him as a 
accountant. His broad knowledge about 
the company makes him more valuable. 
His promotion would make him a hap 
pier employee, eager to prove himself 
in his new job. When the news of the 
internal promotion spread, employee 
morale would rise. The realization that 


(Continued on page 138) 


junior 








New three-story 
brick building of the 
National Cash Reg- 
ister Employees’ 
Credit Union has 
drive-in window, caf- 
eteria, night deposi- 
tory and vault. 


Credit Unions 


ntinued from page 76) 


lost less 
Through 
bee n 


speaking, credit unions have 
than 1% of their total loans. 
the years a healthy balance has 
maintained in loans for necessary serv 
ices and those for durable goods. 
Whereas farmer credit union loans are 
made mostly to buy farm machinery 
and supplies, white collar and industrial 
employees borrow mainly for medical 
care and auto repairs 
Other needs include loans for household 
payment of taxes, 
rent, fuel and insurance 
Usually 1% interest is charged on the 
unpaid balance of loans, if even as little 
as $5 is borrowed. At the Peninsular 
Telephone Co., with headquarters at 


purchases or 


goods, mortgages, 


Tampa, Fla., a credit union loan of 
$100 paid out in 10 months would cost 
about $5, whereas the same loan from 
a loan company could cost as much as 
$19.25. 

Most credit unions provide Loan Pro 
tection Insurance. If any member of a 


credit union either dies before he is 70 
years old or becomes totally disabled 


before age 60, his loan will be stamped 
“Paid in Full” and returned to his sur 
vivors who are not burdened to repay 
when their probably is 
greatest. 

As a rule neither minimum nor maxi 
is required for a credit 
union to begin operating, although some 
states may have set maximums. Credit 
unions, which must deposit their funds 
in banks, generally have substantial bal 


financial need 


mum capital 


The National Cash 
Register Employees’ 
Credit Union en- 
deavors to counsel 
and advise members 
in financial matters, 
considering prob- 
lems in a. personal 
light. A voluntary 
trusteeshhip has 
been set up to pre- 
vent wage garnish- 
ment. Money is re- 
invested in the 
union's own members 
in the form of real 
estate loans. 
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Part of 


you r 


prot luct... 


ik 





MONG OL is “part of the product” in every American industry... the 


preferred pencil of America-on-the-job! Mongol okays the shipment F.O.B. Detroit. 
Mongol registers the elevation of a California highway. Mongol fills out the insurance 
forms in Miami. 

Mongol was the first well-known brand of yellow pencil. It's America’s standard of 
quality—and today’s Mongol is the smoothest-writing, blackest-writing, longest-wearing 
pencil you can buy. It’s one of more than 3,000 products made by Eberhard Faber, the 
name people rely on for fine writing materials. Look for that name—Eberhard Faber— 
on EVERY pencil you buy! 

Trademarks Reg. U.S. Pat. Off. 


EBERWARD FABER 


puts its quality in writting 
NEW YORK + TORONTO 


For More Information Circle No. 115 
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THIS IS THE FASTEST & CHEAPEST 
SS & SVHEAPEST 
WAY OF DUPLICATING A FEW OR A 
FEW HUNDRED COPIES IN YOUR OFFICE 


HERE’S 


Photocopier POLYCHROME 
for making Transfer Unit for 
matrix making your V-Kote* offset plate 


eS 


— - . 


Finished V-Kote* offset plate Put V-Kote* on any duplicator 
made in less than one —Davidson or Multilith 
minute from original 


This simple process enables you to One sided or two sided copy, typed, 
el aeleltla- Me MR -h gute) aie MRS Mm altlalelacte drawn, or written—any type of 
copies of all types of office or line work can be done faster 
business forms, bulletins, and cheaper than with any other 


drawings, reports, etc known methdd 


CONTACT YOUR LOCAL VERIFAX DEALER FOR A CONVINCING DEMONSTRATION 
f ' 
write today tOr FREE booklet Qiving ce mplote dotaile 


POLYCHROMI (3 CORPORATION 


2 ASHBURTON AVENUE YONKERS 2, NEW YORK 


*T.M. and Pat. Pend TRADE MARK REG 9.5.4-D 


For More Information Circle No. 116 
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ances because their members’ savings 
keep accumulating. 

For their savings, credit union mem- 
bers dividends which vary 
around 4% at present. On opposite 
sides of this annual rate are both Dow 
credit unions: its western division 
California recently has been paying 
3.6%, whereas the parent in Michigan 
now is paying its highest dividend— 

Most credit unions pay less than 


receive 


Credit unions are not permitted to 
pay any dividends or interest on their 
members’ savings until all other ex 
penses have been paid, and not until 
statutory reserves for bad loans or other 
losses have been set up. In effeet divi- 
dends, if paid, actually comprise inter 
est cost for the use of members’ savings. 

In this country credit 
chartered either under state or federal 


law and supervised and examined by the 


government agency specified by the law 
under which they are chartered. 


unions are subject to such personal 


unions are 


These 


property, real estate, and other tax laws 
as are other businesses—except where 
they are specifically exempted. Credit 
unions do not pay income tax on the 
basis of fundamentally being non-profit 
organizations. 

Not only is each credit union a thrift 
and loan “club” or “cooperative,” but 
these individual credit unions have 
formed some 59 leagues in states, prov 
inces and countries, which, in turn, were 
organized in 1934 into the Credit Union 
National Assn. to further the organiza 
tion, interests and operations of eredit 
unions. Groups interested in organiz 
ing a credit union can write to CUNA, 
Filene House, Madison 1, Wis. 

All credit unions are paperwork opet 
ations carried on in offices. According 
to CUNA, the bookkeeping work in 
volved in operating a credit union has 
been simplified so that no special busi 
machines or special training is 
necessary. As the credit TOW 
in size, many of them use machines for 


Most eredit 


ness 
UnIONS 
need a 


accounting. unions 








PATER’ PENDING 


A Continuous Envelope 
i 


with dignity, designed to add to the use of 


punch card systems and all pin feed devices 


DESIGNED AND MANUFACTURED BY 
NEWARK PRINTING COMPANY 
NEWARK, DELAWARE 


Representatives in principal cities 


Write directly to us for information and samples 
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Evans DESK 


ORGANIZER 


Wse On Desk “Toft 


or Tu Dnaawer 


treated 


Complete With $3:75 


8 Dividers 


- a ee 
Jacky -Kinger 
open tan, 
oporisss © \ 
STAINLESS _— 
Finaer-tip Moistener | 


Carton of 12 Boxes 


IF YOUR DEALER DOES 
NOT YET HAVE THESE— 


Wrile ANS SPECIALTY Co.. INC. 
1803 E. Grace St., Richmond 23, Va. 








126 
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good adding machine, preferably one 
with direct subtraction, and a type- 
writer. 

CUNA nas developed, and sells 
through its Supply Cooperative, prac 
tically all the forms and equipment for 
its specially developed systems. Among 
other materials, it offers a Cunapost 
system for credit unions to handle work 
with one writing; posting trays; Cuna 
dex steel cabinets; steel files and other 
office equipment. They publish a Guid 
Book for Credit Union Treasurers who 
can teach themselves basic bookkeeping 
for eredit union operations. These 
hookkeeping neophytes ean be cuided 
in preparing a general ledger and mak 
ing a monthly statement; making loans; 
handling dividends, bonds, corporat 
records, and procedure for closing 
hooks at year’s end. A series of charts. 
for example, shows calculated dividends 
per share from 1% to 5% at Ww% 
intervals. 

Other publications include a monthly 
magazine, The Credit Union Brida 
ruide to credit union operations; audit 
ing pointers for supervisory committees: 
a public relations pamphlet; how to 
hold better annual meetings; a monthl 
poster service, and “The Song of 
CUNA” in verse. 

Of course, the eredit union of Na 
tional Cash Register Co. uses machine 
hookkeeping. At the Aluminum Goods 
Mfg. Co.. Manitowoc. Wise.. for exam 
ple, a National Posting Machine wa 
added to the office of the Aluminum 
Workers’ Credit Union. The new svs 
tem necessitates presenting pass hooks 
to reeord either savings deposits or 
loans. 

On the other hand, members of the 
Gaseo Employees’ Credit Union, of the 
San Diego Gas & Electric Co. replaced 
their pass books with a svstem of re 
porting to each member the status of 
his Savings or loan account Now each 
member receives from the credit unio 
office a statement of all transactions. at 
the end of each quarter of the calendar 
year. The year-end statement, showing 
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You no longer need to waste time labori- 
ously licking and sticking stamps and envelope 
flaps at the end of your busy days. The postage 
meter does it faster, neater, more efficiently . .. 
this electric model, for example, can stamp 
and seal 500 letters in three minutes! 

The postage meter prints postage—any 
amount you need, for any kind of mail— 
directly on the envelope, with dated postmark 
—and with your own small ad, if you like. A 
big time saver with parcel post, too—prints 
postage on special gummed tape for packages. 

For small offices, the low-cost DM, 
a desk model postage meter (below). 


Sis Jounal maeene 


PITNEY-BOWES 


Postage 
Meter 


Offices in 94 cities 
in U.S. and Canada 


The meter is set by the postoffice for any 
amount of postage you want to buy... protects 
it from loss, damage or misuse, accounts for 
postage on visible registers. Anyone can be- 
come a metered mailer...and anyone can easily 
learn to use a meter. It more than pays its way 
in any office—in so many ways! 

There’s a model, hand or electric, for every 
business, even the smallest. Ask your nearest 
Pitney-Bowes office for a demonstration, or, 
send coupon for free illustrated booklet 
FREE: Handy desk or wall chart of Postal 


Rates, with parcel post 
map and zone finder 


PITNEY-BOWES, INC 
3422 Paciric St., STAMFORD, CONN, 


Please send free booklet Postal Rate Chart to 
Name 


Address 
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NEW filing System 


SAVES TIME! SAVES MONEY! 
with 


“TWICE AS MANY RECORDS IN THE SAME SPACE”’ 
or 
Your Same Amount 
of Records in HALF 
the Space! 


Typice! Visi-Shelf instal 
lotion shows speoce- 
seving odvantages! 


Open-type units 
provide reody 
record accessibility 
for foster, 

eosier filing! 


THESE SAVINGS CAN 
BE YOURS 
Fleer Pion of an Actual Filing Area Before 


installation of the Visi-Shelf Filing System 
: ‘ . —_ 


- — 


4 
+ 
? 
; 
> 
7 
> 
+ 
+ 
+ 


This erea wos occupied by 196 four drower letter filing cabinets with 
@ filing copocity of 784 drawers or 20,776 filing inches 


Fleer Pian after installation of the Visi-Shelf Filing System 











Move Ther Melt the Filing Bowe Revevered te Orbe: U 


90 Visi-Shelf Filing Units 


eres, hold all of the records previously filed in the entire filing oreal 


occupying less thon half the original filing 


These units, with @ filing copocity of 25,360 filing inches offer 4,604 


more filing inches — on increase of 25% in filing copacity 
Peeceresee eee ceeeeooreeoeess 
© Visi-Shelf File, Inc. O-9 8 
105 Reade Street New York 13, N. Y. 

Please send free catalog describ- 

ing the new Visi-Shelf Filing System. 


Zone ...-~State 


poScesssa seceocee 


19 
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| 


a complete record of the year’s trans- 
actions, is mailed each January. 

Upon taking a second look at credit 
unions, it would appear that they are 
neither socialistic nor anti-profit activi 
ties. They are limited in scope, per 
sonal in nature, and mainly managed by 
employees of profitmaking concerns such 
as Swift & Co. in the meat and allied 
businesses, Monsanto Chemical Co., 
Granite City Steel Co., and Marathon 
Corp. which handles pulp and paper in 
Marathon, Wis. Bankers, for example, 
recognize the service rendered by credit 
unions. There are about 38 banks whose 
employees their credit 
Moreover, credit 
banks and 
branched 


operate own 
union 


eredit 


unions, money 
unlons 


pro 


is invested 


in 


at times have out into 
viding life insurance, supermarkets, real 
estate and other diverse enterprises. 
These examples might suggest that 
credit unions are assuming the business 
ot Still, there are 


times and 


banks and bankers. 


when credit union managers 
committees from 
skinflints to 
members who joined to borrow as well 
as to How head how 
much heart to exercise is a problem for 
credit union officers. 

As Riehard Y. Giles observes his 
enlightening Credit for the Mil 
“credit unions have all the strong 
and weak points of amateurs. At then 
best they wonderful. At their worst 
they are incompetent. As long as they 
are small and cannot afford to pay for 
he Ip, they the 
of finding volunteer 
when they are large and prosperous, the 


eredit have to keep 


becoming who deny loans 


save. much and 


In 
hook, 
lions 


have perpetual problem 


workers. Even 
character of amateur directors may pro 
duce problems They may he too bus! 
nesslike, or 

Mr. 


credit 


enough.” 


that 
security” 


not businesslike 


further notes 


“demand heavy 


Giles some 
unions 
for loans, overlook smal! personal loans 
and in lending money for 
autos estate Moreove z. 


specialize 


or real some 


. | , 
a | credit unions might still be living under 


the shelter of a company’s subsidy al 
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YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER CUTTERS: 

11 models — 7 sizes ... from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRitts: f 
For standard run of loose- 

leaf work. Also adapt- 

able for variety of 

novelty jobs. 9 styles 

available — hand, 

foot, power models. 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


PROOF ‘ tens Send details as checked below 
PRESSES: a a Paper Cutters Paper Drills 


Always a shar Proof Presses Paper Punches 
Y 


clean impression; 
easy operation. 


Full selection of 5 —= 
styles — 5 sizes. > Full Address 


Name 


Mail coupon for specific information 


744A 
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though the need has been outgrown 
He adds that “a credit union with bank- 
ing ambitions serves little purpose in 
most communities.” 

Other credit unions may be organized, 
but uninspired. Apathy may prove to 
be a big drain on their value. Some 
credit unions may idle along for years 
with the wolf at their door even as it 


Now Elevators 
Can Talk 











is at the doors of their members. And, 
while some companies may lack volun 
teers with ability to be amateur bankers, 
many executives keep 
peeled for good executive talent to be 
promoted into higher company positions 
out of credit union ranks. 

Credit unions cannot be judged either 
by the capital they’ve amassed or the 
dividends they pay. Their honest value 
might be better demonstrated by how 
well they’ve helped their members to 
learn how to save, to help themselves 
when in need of money without recourse 
to high rate moneylenders, and to teach 
themselves how to handle their 
finances 


business eyes 


own 


HE TALKING ELEVATOR made 

its public debut in New York, allow 

ing the power of speech to control 
operatorless Passengers in 
the National Distiller’s building at 99 
Park Ave., found their usual elevator 
operator missing and a friendly voice 
taking over with messages of instruc 
tion pilot The Phantom 
Voice is an innovation of the West 
inghouse elevator division. Tishman 
Realty & Construction Co. is pioneer- 
ing use of the first talking elevator as 
a means of furthering tenant acceptance 
of operatorless elevators. 

Heart of the talking 


elevators. 


on a car. 


elevator 





The ROL-RACK 


with FIVE FEET of Shelf Space! 


the hundreds of the 


ROL-RACK 


Bethlehem Steel Co. 

U. S. Government—U. S. Veterans Hospitals 
Continental Assurance Co.— 
Reuben H. Donnelley Corp. 

Armstrong Rubber Co.—E£sso Standard Oil— 

Western Felt Works—Ffairchild Aerial 
Surveys Inc.—Anchor Casualty Co. 
New York City Ber Association, 
Schools, Libraries, Lawyers, etc., etc. 


Sturdy and Durable 

Made of choice selected |'/4" hardwood. Sloping 
shelves angled for title reading, doweled and 
bolted to insure durability. Side-riveted swivel 
casters with resilient rubber tires which roll 
smoothly with a full load. 

Dimensions: 32" long, 13" deep, 31" high 

13" between shelves 

Satin Walnut Finish or Natural wood Finish. 
Manufactured to sell for $69.50 mass produc- 
tion makes pc ‘ible this LOW LOW price of 


A 


few of of 


users 


2 West 45th St., New York 36, N. Y. Attractive 





$4950 


F.0.B8. Factory 
Stamford, N. Y 
Weight 49 Lbs 


HEARTHSIDE INDUSTRIES—A Division of The Grolier Society Inc. 


Dealer Franchises Available 
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conte 
qualified 
executives 


This handsome, elaborate Manual—color- 
fully GBC plastic bound—has been months 
in preparation and is one of the most 
expensive ond idea-stimulating books ever 
offered for selected distribution. Illustrates 
the many advantages of the modern GBC 
Binding System...increased efficiencies 
... savings in time and money...greater 
prestige, readership, and life for catalogs, 
reports and presentations. Pages lie flat— 
turn easily. You and your staff will want 
to examine this informative manual. Send 
for your FREE copy today. Supply is limited. 


GENERAL BINDING CORPORATION 
812 W. Belmont, Dept. 0-9, Chicago 14 





www ene w wee ee em mew ew ee ee 


to you for the first time 


this 
“MANUAL 


OF MODERN 


PLASTIC 
AND 


LOOSE-LEAF 
BINDING” 


“Plasti-Clear” 


Cover 


A mic General Binding Corporation 
CBC g 812 West Belmont Avenue 

one Dept. 9-9, Chicago 14, Illinois 
Please send me my FREE “Manual of 
Modern Plastic and Loose-Leaf Binding’’ | 
understand there is no cost or obligation. 


Name 





Position 





Organization 





Address 





City State 
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. . « You can believe us when we 
say that this magnificent piece of 
equipment, precision designed 
. « « goes everywhere! This "'open- 
arms" policy is the direct result 
of such advanced features as a 
25 second color change and the 
ability to reproduce continuous 
tone photographs — both Roneo 
exclusives. Plus such features as 
a totally enclosed drum, com- 
pletely automatic inking with 
Roneo's Semi-Paste Ink. 


RONEO 500 pays its way wherever it goes! 


The Roneo 500 offers you the 
nearest thing to printing at 
mimeographing cost! Nothing like 
it at this price or any other price. 
For these and other Roneo fea- 
tures write for free copies of 


RONEOTRONIC Reproductions. 


























ADDO MACHINE COMPANY, INC 
Dept. O, 145 West 57th St 


New York 19, N.Y 5 | oANow J GED hep » oA Nd 


Circle 5-6940 


Exclusive U.S Distributors 
Roneo Duplicators, Addo-X Machines 
For More information Circle No. 187 
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system of magnetic tape messages lo 
cated in the elevator machine room and A 

connected to concealed loudspeakers in a HH be sure to see 
the ceiling of the car. The Westing Ly ALY , HANO’S 
house system is fully automatie and, ‘™ ¢ 

without supervision, is capable of re CONVENTION COMPLETE 
producing whatever messages are called 

for by traffic conditions. The basic unit LINE 
provides four messages, but any addi 

tional number is possible. For example, BOOTH 65 NSOEA OCT 
each floor stop and the names of of 
fices ean be announced; as well as 
“This car up” or “Going down” at each : = Litho Tabulating Forms 
floor. Adaptations of the Phantom woler you ot @ Cate 


form or one of the twenty 








Voice to suit the needs of office build a nine Stock tab forms, you can 


ings, department stores, hospitals, be sure the Heno form will 


write faster, work easier, and 
ot 


schools, banks and any other type “6 ate se ile 
building are unlimited, Westinghouse : eile Ginna onan a Come 
engineers report. ee. d problems 

Instructions are voiced only when mais 
passengers do not carry out the proper ; Better Snap-a-Part Forms - 
procedure or when normal traffie 1s tor hendwrttos ond mechlne 
obstructed. If the first passenger en . mainte ibaa 3 ree 
tering the waiting car promptly presses with the finest Hano one-time 
his floor button, no message is heard. : cerbons, « Hone Saap-ofert 
If he is accustomed to an operator and + ag a ple yea 
waits for something to happen, the features for « satisfactory time 
Phantom Voice reminds him: “Press 
your floor button, please.” 

The car doors, opening and closing ‘ For Continuous Form Speed 
automatically, are equipped with pro , pi ae om 
tective devices. They will not close if , speed of contiauces forms ples 
a passenger is in the entrance. Should the sureness of one-time car 
someone hold the doors open, delaying thay nwo yge pene 
service, the Phantom Voice announces: a Wise’ alee ‘einiatd Gedling to 
“Release the doors, please.” If the clos any ‘Sieg or maliple-copy 
ing of the doors is not interrupted, no siieatia te ain 


message is heard. ' pp wt rik nb aeiey 
Registers and Forms for Every 


A third and less frequent standard Newd - Heno Register Forms 
message instructs: “Car has stopped be are better working, better look 
cause the red emergency stop button ud tometer. siege yer 
has been pressed. If emergency has ahead: esate 
passed, pull button out.” The fourth pete papers she eveileble 
basic message reassures passengers 1n sci > sponges 
case the car is stopped between floors. hidisAdeeil setsioasenede 
It says: “An automatic protective de- 
vice has stopped the car. Please press 
the alarm bell to notify the engineer.” 
Although this message will almost never 
be used, it is considered a worthwhile 
service to reassure the passengers letting 
them know the situation is under con PRINTED MANIFOLD SYSTEMS SINCE 1000 
tré yI . General and Seles Offices Warehouse and Branch Plant 

WOLYOKE, MASSACHUSETTS MT. OLIVE, HLLINOIS 
For More information Circle No. 165 


saving installation 


steblished Dealers wanted in the 


Seuth, Southwest and Mid-West 
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WANTED 


25 LOST HOURS! 


Proven surveys with national concerns and 
Government agencies indicate that your typists 
might be giving you 15 hours of productive 
work per week while you pay for 40 hours 

What happens to the other 25 hours? 


Os 


DON’T BLAME THE GIRLS! 
They are working under the “head- 
swinging” handicap. Reading speed 
cannot be maintained. Words or 
lines are often omitted or dupli- 
cated, resulting in retyping. Eye- 
strain causes fatigue, resulting in 
‘ecreased typing efficiency. 
Increase your typists’ efficiency and 
cut office costs with Pres-to-line, the 
world’s finest Copyholder. Finest 
because... ONLY PRES-TO-LINE 
@ Becomes a part of the typewriter 
@ Easily folds over typewriter, to 
store into most typing desks 
@ Offers instant fingertip spacing or 
foot-actuated spacing. 
@ Adjusts up and down and for- 
ward, and tilts for light reflection. 
@ Comes in colors to match all 
typewriters. 


Contact your local dealer or write: 


PRES-TO-LINE 


CORP. OF AMERICA 
2339 Cotner Ave. « Los Angeles 64, California 
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New Badges for 
National Business 
Show 











ICKETS for the 1955 National 

Business Show will again be printed 

on Samas Underwood punch eards, 
Rudolph Lang, managing director, has 
announced. Tickets for the show, which 
will be held Oct. 24-28 in the 69th and 
7ist Regiment Armories, New York, 
are in the form of a combination ticket 
and badge. “This, we think, 
problem,” Mr. Lang said, “that plagues 
the management of shows with a broad 
horizontal audience such as ours. Ex 
hibitors have asked us in the past to 
furnish some means of identifying visi 
tors by name and company. However, 
the solutions used by shows of smaller 
practi 


solves a 


and narrower audience, are not 
eal for us. 

“Our new 
use. The ends of the punch card are 
admission tickets to the 69th and 71st 
Regiment Armories. One ticket car- 


ticket-badges are easy to 


Harold R. Russel!, manager, Underwood Samas 

Div., Rudolph Lang, managing director, Na- 

tional Business Show, and L. C. Stowell, chair- 

man of the board, Underwood Corp., examine 

the combination ticket-badge for this year's 
show. 
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PHOTOCOPIES... 


even under fluorescent lights 2 





CERTAINLY—without hoods, 
visors or light shields! 
with the new 


“COMPATK” 


At last, a one-piece photocopy machine that doesn’t need subdued lighting 
or cumbersome light shields! Under bright fluorescent lights, any girl in 
your office can copy anything—in seconds—even pages in bound books. 
These sharp black-on-white copies stay flat and have a dull finish that 
permits pen or pencil notations. The COMPAK is available in two sizes. 
8%” x 14” and 14” x 17”. 





Dept. 09, 105 Chambers St., New York 7, N.Y. 
on to see Photo- 
*d like a free demonstration ' 
0 a id’s operation under the lighting condi 
tions in my office 
(] Send me your brochure and f 
~ about Photorapid 


ull details 


NAME_—____—__ 
COMPANY———__— 
STREET 

CITY 





__STATE_____——— 
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’M A MARKED WOMAN | 





Bock and forth all day 
long, they trooped to my 
desk—to borrow my 
EraserStik. Finally the 
Office Manager put a stop 
to it. He got everybody 
an EraserStik. 

It's no wonder EraserStik 
is so popular. This pencil- 
shaped, wood-cased white 
polished beauty rubs out 
errors in a twinkle, 
without leaving telltale 
ghosts. Especially for 
Typewriting. Equally 
good for ink and pencil. 


























For best results expose 
irubber point about 3/16” 


A.W. FABER-CASTELL 


PENCIL CO. It NEWARK 3. N 
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in the 
appears. 
is for admission to the 


the exhibitor 


its display 


ries the name 
armory in which 
The other ticket 
other armory. 
“The center of 
that the 
be inserted in a 


ol 


the ticket is die-cut so 
the ticket-badge 
breast 
ot the 
in and clearly visible on the tace. 
slit will made in 
ot the ticket so that it can 
worn over a button or with 
¢loth pulled through to hold the badge 
in place 
Another 
National 
identification of 
sell through 
that 
consumer 


back of ean 
with 
visitor filled 


In 
the 


pocket 
name and company 
addition, a be 
badge part 


also be 


the coming 
will the 
manufacturers 
Mr. Lang 
could in 
spotlight 
through 
manutac 
thousands of 
This will 
instituting 
dealer organizations or expanding cur 
rent channels of distribution. 


ror 
Show 


innovation 
Business he 
those 
who 


stated 


dealers. 

manutacturers 
demand by 
available 


crease 


ing those products 
local dealers. In addition, 
turers reach the 
dealers who attend the 


the 


can 
show ° 
assist 


manutacturers in 


Commenting on conditions within the 
industry, Mr. Lang said, “Everyone in 
our field to be highly optimistic 
over prospects for the eoming vear. 
In many areas throughout the country 
which I have visited the past few 
months, business heen good and 
shows no signs of Interest in 
Business Show is 


seems 


in 
has 
letdown. 
this year’s National 
high. 


ol lor 
Lang said. “Competition is 
all areas. ‘Traditional lines 
are being expanded and new fields en- 
tered by many companies. We fully 
expect that some of the larger manutac- 
turers will bring out new equipment for 
this fall’s showing and the entire trade 
is eager to know what they have to 
offer. The National Business Show will 
be the first wide business public show 
ing of this equipment. We fully ex 
pect to equal last year’s interest and 


“There are a number 


this,” Mr. 


intense 


reasons 


in 


| attendance which totaled 88,418 visi 


tors trom all the 


foreign lands.” 


ove! country and 45 
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UNUSUALLY QUIET 
SUPER-FAST 
VISI-BALANCE WINDOW 
TWO-COLOR PRINTING 
ote] 1.7. on mm 4 -& 4-1e7 Vie) 
ERASE TAB-BACKSPACER 





more time-saving, work-saving features 


than any other 10-key machine 


COMPTOGRAPH 


The All-New, All-Electric Calculating-Adding Machine 


figures faster than you think. Unusually quiet in 
operation, yet fully one-third faster than most 10-key ma- 
chines. You get clear, accurate answers to every business 
problem involving addition, subtraction, multiplication and 
even division. Get a demonstration on your own figure 
work—simply mail the coupon below. 


1715 N. Paulina St., Chicago 22, III. 


Gentlemen: Without cost or obligation— 
| want more information about the new COMPTOGRAPH “202” 
Please arrange an office demonstration 
Please arrange for a free office trial 


Name 

Company 

Address 

City Zone State 


Other products of Feit & Tarrant Mfg. Co.: the COMPTOMETER® DICTATION MACHINE and the 
COMPTOMETER® ADDING-CALCULATING MACHINE. Offices in principal cities and throughout the world. 


For More Information Circle No. 149 
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These modern steel 
wardrobe racks keep wraps 
aired, dry and “in press’. 

End crowding of coats and 
hats in damp lockers or cabi- 
nets. Save Roos space too— 
provide ventilated hat space, 
coat hanger (spaced apart 
from all others), built-in um- 
brella stand and overshoe 
shelf for 3 persons per sq. ft. 
4 ft. No. 3-U a Gao 
accommodates 12; No. S-6 
costumer (right) accommo- 
dates 6. Single or double 
(back-to-back) units in 
lengths to fit any available 
space. Strongly welded, heavy 
gauge furniture steel; baked 
enamel finish— modern office 
colors. Standard in offices, 
factories, schools, churches, 
clubs, restaurants and insti- 
tutions. 


AA 


No $-6 
for private or 
small office 


NO. 342 
VALET WALL RACK 


(capacity 12) 


Wall Racks come 
They 


RARER 


Valet 
in any length of 2 ft. or longer. 
mount directly on any wall—at any 
height from floor. Give closets and 
wardrobe cabinets checkroom efficiency. 
Make ideal wardrobe accommodations 
for offices, factories, show rooms, 
taurants, dressing rooms and in-plant 
cafeterias, conference rooms etc. .. are 
ven finding their way into home closets. 


Write for Bulletin OV-10 


VOGEL-PETERSON CO. 
“THE COAT RACK PEOPLE" 


1121 West 37th Street 7 Chicago 9, Iilinois 
For More Information Circle No. 293 
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Talent Scout 


ntinued from page 121) 


exist would 
insuring more 
complete job satisfaction. As the news 
spreads that your organization offers 
offers opportunity to advance through 
recognition ol ability, the caiiber of new 


promotional opportunitie 


long way toward 


ZO a 


applicants increases. 

By now you’re wondering, “How do 
| go about discovering this diamond-in- 
the-rough.” You may with the 
theory of utilizing talent from within 
organization, but you may not 
to find it. For those in this 
predicament, a your 
an Employee 


agree 


your 
know how 
simple tool is at 


You may call it 


disposal 
Skills File 
The time to reeord all the skills of a 
new employee is at the initial 
A simple form, listing some 
50-60 skills is completed by the new em- 
ployee at the fills out the other 
The employee simply 
checks the areas in which he has previ 
work 


time ol 
( mploy ment 


time he 
required forms 
ous education and/or experiencs 
length of this experi 
ence opposite the appropriate title. You 
may list the skills you require most fre 
quently and usually find difficult 
to obtain. 


and indicates the 


most 


When starting this file, it is necessary 
to list the skills of all the employees of 
the organization. They should be asked 
to fill out the form in the aforemen- 
t Those skills inherent in 
the job currently held may be omitted. 
You may also determine that it’s a good 
policy to publish some formal announee- 


ment of the 


ioned manner. 


such a 
system so that your employees can more 


implementation of 


fully realize the need for completing the 
Skills Questionnaire accurately and com- 
pletely. This 


be also used at your diseretion as either 


formal announcement ean 


a basis for, or as a supplement to, a 
written promotional policy. 
If your machine 
pattern your 
described. A 
assigned to each 
For More Information Circle No. 292+ 


organization has a 
accounting office, you mav 
to be 


may be 


system after the on 
number 


code 
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OF KANSAS CITY... 


beautiful moder. tightweight 
chais in decorator colors, 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 


your staff, for clients and customers 
in fresh new design concepts 
that are pleasing to the eye 
rigidly constructed for long service, 
son enmeens. and with easily-removable coverings of 
bonded foam latex elastic U. 8. NAUGAHYDE:; other 


padding; 2” on . . 
oak. SA de bach fabrics in many colors available. 





and arm rests “Wall-saver” side and arm chairs with 


TON-TESTED! padded or plastic arm rests, and two 
Modern testing 
showed these 
chairs etill rigid ; side chairs as low as 31.40, 


under more than a ; , 
won of eres. swivels as low as 53.00. Ask to 


handsome swivel models with arms 


see them today! 
“WALL SAVERS” 


Backs of side and 

ane seas samen toh Cramer dealer 
touch wall even GYOur 

when legs do OR WRITE DEPT. 0-1 


CRAMER POSTURE CHAIR CO., INC. 
THEY STACK— 1205 Charlotte, Kansas City, Mo. 


Side chairs de 

siened te store Mm MAKERS OF CRAMER POSTURE CHAIRS 
easily and simpli ee "F. ‘ 
floor-cleaning 














More than 
140 MILLION 
a month 


That's right—business houses now use more than 140 
million sheets of WAUSAU IMPRESSION PAPERS 
a month for sales letters, office forms, announce- 
ments, reports and many forms of advertising . . . 
and this is increasing month after month. 

This tremendous popularity is the direct result of 
user-satisfaction. In other words, it’s the users’ way 
of saying, “We get the best impressions from 
Wausau Fine Impression Papers”. 

WAUSAU IMPRESSION PAPERS are key production 
papers for the three major duplicating processes: 
Offset; Stencil Duplicating; Spirit and Gelatin 
Process. 

The complete Wausau Impression Paper line is 
available nationally through authorized distributors 
and stationers. 


WAUSAU PAPER MILLS CO. 


Artisans of Fine Papers 
General Sales Offices 
™ 111 West Washington Street, Chicago 2, Illinois 


Mills ot 
BROKAW, WISCONSIN 
Wisconsin Paper Group 
6 
IMPRESSION PAPERS 
Our 56th Year 


For More Information Circle No. 119 
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listed skills plus one number as 
a catchall for miscellaneous skills, are 
routed through the personnel depart- 
ment to the machine accounting depart- 
ment which keypunches the code into a| 
card containing the employee’s name, 
check number and the number of months 
of experience for each skill. One em- 
ployee may have a number of cards, one 
for each skill claimed. When the cards 
are returned to the personnel depart 
ment, file them by skill and keep them 
current by manually interfiling new 
cards and extracting cards of separated 
employees. 

As vacancies are reported in any of 
the listed categories or related jobs, con 
sult the cards to arrive at a list of 
eligibles. Consideration should be given 
to quantity and quality of the experi 
ence, longevity and interest in the po 
sition. The best qualified can be given 
preliminary interviews and sent to the 
supervisor for final selection. 

The Skills File must be kept current. 
The employee, as he acquires a new skill 
in some school, may fill out another 
questionnaire and add another card to 
the skill code. While the punched ecard 
system may prove successful in larger 
companies, smaller ones may desire to 
manually code the skills data on needle 
sorted cards and maintain the file by 
manual preparation of the skill ecard 

The key to the Skills File and more 
proper employee utilization is the prepa 
ration of the Employee Skills Question 
naire by each employee. This must be 
supplemented by constant use of the file 
“aS Vacancies occur, 

By being your own “talent scout,” 
you'll improve the caliber of your em 
ployees and eliminate, in the main, any 
necessity to advertise for those hard-to 
fill jobs. You’ll find draftsmen, li 
brarians, statistical clerks, reproduction 
and electronic specialists, ete., in the 
most unlikely places. You'll benefit, too, 


by inereased employee morale as your 
personnel realize that self-development 
does not go unrecognized nor un 
rewarded 
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HEINRICH DIEHL G.M.B.H. 
RECHENMASCHINENFABRIK 
NURNBERG - STEPHANSTRASSE 49 


WESTERN GERMANY 


For More Information Circle ft 





COLE’S FULL SUSPENSION 
STEEL FILES AT 
NEW LOW PRICES 


No other file at this low price has this really full 
suspension. 25%, more filing capacity. Smooth gliding 
drawers, spring compressors and guide rods. Olive 
green or Cole gray finish. 


FOUR DRAWER $43.50 


204 ette 44%,"" wide, 


52 


$52.50 

TWO DRAWER $79.95 
No. 202. Letter <iz l 4y, 
wo $37.95 


FIVE DRAWER $52.95 


£9 o 0] 


$66.50 





Safeguard YOUR VALUABLES 
and VITAL PAPERS 


Contains a dial lock secret vault, (only you know the com- 
bination). Plus three full suspension letter files. Heavy 
gauge steel, 1434" wide, 52'/," high, 265%" deep. Olive 
green or Cole gray. No. 2004 D $94.50 


<— DESK HEIGHT 


No, 2002 D $49.50 


COUNTER HEIGHT 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17. N. Y 





COLE'S 
complete 
home office 


The “DESK n' FILE” 


A complete office all in 
one handsome unit. Re- 
tractable desk, files for 
checks, letters and sta- 
tionery, compartments 
for books. Protected by 
two strong outer doors 
under lock and key. 


Heavy gauge _ steel. 
3234" wide, 60" high, 
19" deep. Green or 
Cole Gray. No. 1093. 


$QQ. 75 





Top quality “RECORD-CARD” files 
at rock bottom prices! 


Combination file for both index cards 
other records. Full suspension letter 
drawers. Heavy steel, green or gray 


For More information Circle No. 262 
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NSOEA Convention 


HE National Stationery & Office 

Equipment Assn. has released an 

outline of the program for its an 
nual convention in the Conrad Hilton 
Hotel, Chicago, Oct. 1-5. <A special 
feature of the great exhibit of sta 
tionery and office equipment will be a 
model office furniture store, designed 
by Ken White who has designed moré 
than 450 stores. 

Speakers at convention sessions will 
include A. Boyd Campbell, president 
of the Chamber of Commerce of the 
U. S. and himself an office supply 
dealer. Robert Kazmayer, world 
traveler, will tell of the changing world 
picture. NSOEA’s president, Leonard 
B. Wilcox, will speak on the impor 
tance of traveling the “light” route in 
a talk titled, “Avoid the Darkness.” 

Gen. Carlos P. Romulo, Philippine 
representative to the United Nations, 


MODERN woop BLOCK will speak at the luncheon meeting on 
| Oet. ; 


3. Following the general prac 


| ce, the three d sions of NSOEA I] 
STAMP PAD! eeeeere hold | «caine acai Oct. 4. The 


separate meetings on 


retailers’ meeting will include a elinie 


—— conducted by Jack Klein, president, 
treated to hold large amounts Klein Institute for Aptitude Testing, 
of ink and to feed just the 7 

right amount to the surface! who will demonstrate how to test sales 





Outlives Ink dries instantly on paper men, 
yet never dries in the pad! There will be a general session round 
Pad surtace is always flat and - 2 os " "( 

firm does not collect lint! table on preventive health measures 


' 
| 
| 
| 
1 
| 
| 
| 
Two! | 
. | Ink cannot gush up between | for the executive, led by Dr. Robert L. 
Ordinary | the type causing a blurred | Parker, Dr. Howard P. Rome and Dr. 
| | 
! 
! 
| 
| 
| 
| 
| 
! 
| 
l 


! tpt : 
pane tle — James C. Cain, all of the Mayo Foun 
Stamp strong, clear, brilliant and | dation. “Are We Kidding Ourselves?” 


waterproof! the 


is title of the report to he made 


Ink penetrates pad quickly, : >, ae omen 
sat denteainaihdes aunties om by Dr. Ralph DeArmond les, research 
with ordinary pad! | consultant on the second of NSOEA’s 
Clear-Print Ink and Pad are | management SPTIES, “The Inventory 
never affected by moisture or ” 

nemidityi Manual,” which tells how proper stock 


control and inventory records can in 

crease profits. The complete program 

Ree SAMPLES) aie tenadama aetna will be published in next month’s issu 

of THe Orrice. Non-members can ob 

tain information from Paul EK. Bur 

bank, executive vice president, National 

Stationery & Office Equipment Assn., 

740 Investment Bldg., Washington 5, 
i D. C. 





For More Information Circle No. 254 
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The Olivetti Electrosumma Duplex Add- 
ing Machine does everything a conven- 
tional adding machine does, does it 
faster, and does things the conventional 
machine can’t do, such as storing totals 
in a second register. Has simplified du- 
plex controls, comfort-slope keyboard, 
high capacity, fastest cycling, modest 
price. Write Olivetti Corporation of 
America, Dept. FM, 580 Fifth Avenue, 
New York 36, New York. 


olivetti 


For More Information Circle No. 107 
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National Conference 
& Exhibit Calendar 


Assn. for Computing Machinery, Uni 


versity of Pennsylvania, Philadelphia, 


Pept. 14-16. 
Life Office Management Assn., 
water Beach Hotel, 


Edge 

Chicago, Sept. 26 

Personnel Div., American Management 
Assn., Statler Hotel, New York, Sept 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hatel, 
Oct. 1-5. 

Systems & Procedures Assn. of America, 
Sheraton-Cadillae Hotel, Detroit, Oct 
10-12. 

National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. 10-13. 

Records Management Conference, 

Hotel, Chicago, Oct. 14. 

National Institute of Governmental Pur 
chasing, Shoreham Hotel, Washington 
D. C., Oct. 16-19 


BUY REX-O-g1aph 


for Cleaner... Quicker... 


Modern Fluid 
Duplicating! 


Chicago, 


Kdge 


water Seach 





@ Accurate copies of all kinds of work! 

@ Announcements, letters, office forms! 

@ Colors from one Master, one run! 

@ Postcards to 9” x14” size. . . tissue to 
card stock! 

@ Automatic paper centering! 

@ Precision-built, trouble-free! 


MODELS FROM $98.50 to $878 
(Plus Tox ... F. O. B. MILWAUKEE) 


DEALERS: Choice areas open for steady 
profits on equipment and supplies! 


RE X-O- , ME. 


7844 W. Hicks @ Milwaukee 14, Wis. 


= 
For More tnformation Circle No. 279 





116 


Office Management Div., American Man- 
agement Assn., Hotel, New 
York, Oct. 17-19 

Institute of Management Sciences, Park 
Sheraton Hotel, New York, Oct. 20-22. 

National Business Show, 69th & /7lst 
Regiment New York, Oct. 
24-28 

Insurance Accountants Assn., 
Hotel, Washington D. C., 

National Business Forms 
Edgewater Gulf Hotel, 
Park, Miss., Oct. 28-Nov. 3 


Statler 


Armories, 


Shoreham 

Oct. 26-28. 

Associates, 

Edgewater 

Controllers Institute of America, Statler 
Hotel, Los Angeles, Nov. 6-9. 

Eastern Joint Computer Conference, 
Statler Hotel, Boston, Nov. 7-9. 

Industrial Management Society Time and 
Motion Clinic, Hotel, Chi 
cago, Nov. 9-11. 

American Statistical Assn., 
Hotel, New York, Dee. 27-30 


GIVE 


Sherman 


Bilt more 


Z 






































4 


WAY 


UNITED COMMUNITY CAMPAIGNS 
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SPEEDAFILE / 


Speedafile makes possible faster, simpler, more economical filing 
of 3 x 5,4x6 and 5x8 cards. Look at these advantages: 


Thousands of cards immediately 
available on one level. 


Cards within easy reach for quick 
reference, speedy handling. 


No mechanism or gadget to get 
out of order. 


No stooping, stretching or waste 
effort. 


Flexible for large or small volume; 
for centralized or decentralized 
filing. 


Fastest reference is Speedafile 
reference—direct from operator 
to card. 


For full details, write for our catalog completely TT” Ee 


describing Speedafile as well as othet new equip- 
ment for the office. PRODUCTS CO. 


57 Post Street 
San Francisco 4 
ee ee ee ee ee ee 
Our complete line of tabulating accessory equip- i ans thi etal 


ment is described in catalog No. 5. Write for Circle No. 139 
your copy today. 





AN AMAZING 
NEW » ELIMINATE 


EJECTOR WHEEL 
g), INVENTION all CTOR Wi 


even over solid printed areas 


FITS ALL 1200-1250 


NO TOOLS REQUIRED! MULTILITH PRESSES 
SNAPS ON IN A JIFFY! 
CUTS PAPER WASTE! ~ 

: Now, 
CUTS RUNNING WASTE! 7 for the first time, 


you can do away with all printing streaks 


COMPLETELY GUARANTEED! due to ejector wheels running over — ti 
is simple, 


. ‘ but ingenious new STREAK ELIMINATOR 

is a necessity for every Multilith press. Simply insert 

wiper pad, squeeze on some cleaning fluid, 

- COMPLETE and merely snap on STREAK ELIMINATOR 

THE , UNIT to Ejector Wheels (as illustrated above) 
EJECTOR WHEEL a $A95 Multilith presses are now ready to run 

STREAK ELIMINATOR free of Ejector Wheel Streaks 

ONLY 

comes complete with o full year's supply Besides the 

of pods, plostic squeere bottle, ond ao gen- obvious savings in running time, 

erovs supply of STREAK ELIMINATOR you can DO AWAY WITH PAPER WASTE 

FLUID. Additional wiper pods con be re- 


by printing on stock pre-cut to finish size 
ordered through your ovthorized ROL-O- 


The 
GRAPHIC deoler MANUFACTURED BY EJECTOR WHEEL STREAK ELIMINATOR 


will pay for itself 
ROI | -)- GRAPHIC CORP. on the first few jobs you use it 


UNCONDITIONALLY GUARANTEED 


133 PRINCE ST. N. Y. C. NSS es 
MANUFACTURERS OF TRI-MOL ‘Silica otis 

en see our Free 
ROLL -O-GRAPHIC CORP. 133 PRINCE ST. N.Y. C. i 
DEFT. OMS Tri-mol Demonstration 
GENTIEMEN 
PLEASE seven MY ORDER FOR ..0.4. SETS OF EJECTOR visit BOOTHS 65 & 66 
WHEEL STREAK ELIMINATORS | UNDERSTAND THIS UNIT IS 


COMPLETELY AND UNCONDITIONALLY GUARANTEED N A.P.L. Convention 


Mame TTL HOTEL STATLER -CLEVELAND, OHIO 


SEPT. 21-24 \ 
flay 


————r 














Frtecteeeeceae eee 9 
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NBFA Convention 


ATIONAL BUSINESS FORMS 

ASSOCIATES is an organization 

of independent dealers and distribu- 
tors of business forms. This year, the 
organization holds its annual conven 
tion at the Edgewater Gulf Hotel, Edge 
water Park, Miss., Oct. 28 to Nov. 3. 
An attendance of almost 200 specialists 
in business forms is expected. 

It was in 1946 that NBFA had its 
first convention in Chicago when its 
membership was composed of seven ¢om 
seven cities and a 
of nine. To 
day, 50 member operating 
in over 80 cities comprise the member 
ship and long this should 
be increased to 75 members operating 
in over 125 cities All members of 
NBFA are qualified systems engineers 
with long years of experience in the 
profession of business forms, design, 
re-design and the preparation = of 
methods and procedures of forms sys 
tems for use on all types of business 
machines, 


pames operating in 
convention attendance 


com panies 


before too 


LL 


Man’s Working Life 
Is Lengthening 


SEYMOUR L. WOLFBEIN 
U. S. Dept. of Labor, Bureau of Labor 
Statistics, Washington, D. C. 


IFTY YEARS AGO there was very 
little difference between a 
working life span and his total lite 
span. Life expectancy was 
tively short and only a small proportion 
survived to the age which we now 
sider conventional for retirement. 
In 1900 there were about 3 million 
people 65 years of age and over in this 
country. In 1950 they numbered 111% 
million—four times as many. In 
65 and over accounted for one in 
every 25 of the population. In 1950 
they were one in every eight. Today a 
third of those born are still alive at 60 
64; more than a fifth are still alive at 


man s 
compara 


con 


those 
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LINE FOR EVERY 
MACHINE POSTING 
NEED AT THE NSOEA 

CONVENTION 
IN CHICAGO, ROOM 602-A 


PE —\ «SEE THE COMPLETE 
EC. 


POSTING TRAYS 
AND STANDS 


Tray models for 
sheet sizes from 7"' 
sth Wr 8 iz” 
Stands available in 
skeleton, fully en 
closed or with 
Filing Drawer 


PORTA-MATIC 
POSTING TRAYS 


Porta-Matic 

Trays avail 

able in 12", 

144%,"" 18°" 
and 23%" lengths 
and ten widths 
from 5" to 17" 
Lightweight 
portable 


REGISTER FORM TRAYS 
Five sizes for all standard 
register and sales book forms 


POSTING BOX 


For payroll and other ree 
ords requiring small capac- 
ity containers, Will accom- 
modate sheet sizes 9’ x 11", 
ZS & ta", 1" 2 12” one 
16” x 12”. Capacity 3” 


For prices and descriptive literature, write 
POSTING EQUIPMENT CORP. 
1026 Niagara St. 

Buffalo 13, N. Y. 


Canadian Associate: PRESTON-NOELTING, LTD 
Stratford, Ontario 


For More Information Circle No. 234 
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the 
important 
thing . .. 


“Pay 


CARBON PAPERS and RIBBONS 


is the positive improvement 
you'll find in your originals 
and copies . the cleaner, 
sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials .. . 
employs only the most scien- 
tific methods .. . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 





Ce — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
79 Madison Ave. 564 W. Menroe $t. 
New York 16, N. Y. Chicago 6, Ill. 


For More Information Circle No. 160 
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ge 70-74. 

At the turn of the century, 
one out of every five 
old were 


more than 
boys 10-15 years 
By 1950 the Census 
longer enumerated anyone 
under 14 in the labor force because there 
were so few. In 1900 the median age 
of workers was 24.9 years; in 1950 it 
At 1950 levels, the aver- 
age American male does not enter the 
labor until he is between 18 and 
19. Between 25 and 55 practically all 
working, exceptions consisting 
almost entirely of those unable to work. 
In 1950, four-fifths of the men 60-64 
were working; two-thirds of those 65-69 
worked and two-fifths of 70-74 
still worked 
Exits from the today are 
comparatively low in the early ages and 
mostly to deaths. After 
age 55 the retirement rate rises sharply, 
than doubles among men between 
55-59 and 60-64, reaching its peak in the 
W hile disability tor 
rises with age, more men with 
draw from the in their six 
ties because of prevailing employer at 
titudes toward older 
workers and the conventional retirement 
age of 65 in State old age assistance 
Federal programs (Railroad Re 
tirement and Social Security) and busi- 
ness pension 
Changes in the length of life, com 
bined with later entries into and earlier 
exits from the labor foree, have had 
their effects on the length of working 
life of American men. Under 1950 mor 
tality and working conditions, men 
could expect to spend about six years 
of their lives in retirement. After 65, 
people who still work apparently will 
work until they die. These 
include the 
member of the 


worke rs 
Bureau no 


was 35.9 years 
rorce 


men are 


those 
labor force 
these are due 
more 
age group 65-69. 
work 


labor Toree 


employment of 


laws, 


plans. 


figures are 
uverages and young man 
who dies while still a 
and the 


long period of retirement. In 1900, a 


labor force man who enjoys a 
man averaged 2.8 years in retirement, 
less than half today’s figure. If all 
trends persist in the future, the average 


number of years in retirement will go 
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peseeeseeeeeeseseeesenes 


‘set’ your own display type 


PHOTO-COMPOSE TYPE BY SIMPLY DIALING! 





Yards AUTOMATICALLY DEVELOPS, FIXES AND DELIVERS FINISHED PRINTS 


The new Coxhead-Liner is an ingenious photo-lettering machine that 
delivers finished type-proofs, ready for paste-up in ninety seconds. 
It produces copy in all popular styles and sizes of type— ranging 
from 14 pt. to 72 pt. No dark room—no trays—no negatives—no wait- 
ing. Any office girl can produce type composition at her desk. 


and 
yards of 
beautiful 


type 


ata 


INSTANTLY CHANGEABLE Foo oo oo comaTiONn 
TYPE MASTERS . 


720 Frelinghuysen Ave., Newark 5,N.J, 
Coxhead-Liner type-masters Send COXHEAD-LINER Book H-23 
are changed like phonograph 


PEA DAE cccccccccccccccccecccevceeccvccscccoes ° 
records, dropped into place 
on the spindle....ready for 


savings 
be yond 
: COMPANY 


compare! 
action. Letter spacing and 


justifying is automatic. 


For More Information Circle No. 259 
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you'll be better satisfied with 


BORROUGHS 
wrap racks 


The Borroughs Wrap Rack is surely a morale booster. Here's 
how! When a damp or wet (man’s or lady’s) coat is racked 
on a Borroughs, it dries evenly and smoothly, and not in a 
bundle of wrinkles. There is nothing more irritating than a 
wrinkled coat, especially if it’s still damp at the close of the 
day. And you know there are a lot of wet fall days ahead. 
If you have an out-moded clothes horse in your office, retire 
it, and get a Borroughs Wrap Rack. There are models to hold 
6, 12 or 24 coats and hats. May we send you our latest cata- 


log? It’s a mighty good thing to have around 














Open Shelf Files . . Steel Shelving 


BORROUGHS MANUFACTURING COMPANY 


3002 NORTH BURDICK alii KALAMAZOO, MICHIGAN 


For More Information Circle No. 109 
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AVERAGE LIFE AND WORK-LIFE EXPECTANCY FOR MEN, 1900-2000 





AT BIRTH AT AGE 20 





Average Average 
Average Average Years Average Average Years 
YEAR Life Work-Life Outside Life Work-Life in 
Expectancy Expectancy Labor Force| Expectancy Expectancy Retirement 





1901* 48.2 , 16.1 42.2 39.4 
1940 61.2 ‘ 22.9 46.8 41.3 
1947 64.2 ‘ 22.6 48.0 42.8 
1950 65.5 d 23.6 48.9 43.2 
2000t 73.2 ; 28.1 53.8 45.1 

















*For white males in |! regional death registration States. 
tEstimated by assuming continuation of present trends. 


up to 8.7 years. they did in 1900, but the longer lite 

Despite the marked delay in entering they live permits more time as workers 
the working force on the part of young more time for education and training, 
people, and earlier exit by older peo- and more time for retirement. While 
ple, men today put in more years of | long-term changes evolve very slowly, 
work than they did 50 years ago. To there are shorter range changes which 
day men spend no greater portion of correspond to changes in economu 
their lives outside the labor force than activity. 


NEW - FASTER - 
EASIER ¢ Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into !/,” strips—in seconds. Machine is a 


typewriter-size, portable desk model with full !/, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . SALEM, OHIO 


For More Information Circle No. 195 
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TO OFFICE EFFICIENCY 








CARBON-INTERLEAVED FORMS 
TAILORED TO FIT YOUR NEEDS 
MEAN 


GREATER— 
EFFICIENCY 
CONVENIENCE 
SIMPLICITY 
ECONOMY 


SPECIFY NATIONAL LITHO QUALITY AND 
SERVICE WHEN YOU CONTACT YOUR LOCAL 
DEALER OR STATIONER . . . OR WRITE 


NATIONAL LITHO FORMS CO 


B47) EUCLIO Ave CLEVELAND 17, OHIO 


FORMS DEALERS & STATIONERS 


1F YOU ARE NOT ALREADY HANDLING 
THE NATIONAL LITHO LINE, WRITE OR 
PHONE TODAY. 
NATIONAL LITHO OFFERS: 


Exclusive Accounts 
Advertising & Sales Promotion 
Your Imprint on 
Forms and Shipping Popers 
e 


Complete line of continuous, stock, stand- 
ard, single-set & no carbon required forms 








SPVilel,) V@ahileomie) 1 bmaer 


18423 EUCLID AVE., CLEVELAND 12, OHIO 


For More Information Circle No. 233 


Surveys 


ntiimued from page « 


of intormation acquired 
reconnaissance. 

¢. To be economical in 
survey should start in areas of high 
yield or soft and then progress 
to areas of lower yield with an eye on 
diminishing returns. 

(1) Redefinition of an organization 
unit’s mission or purpose which might 
permit discontinuance of 
of course the maximum yield. 

(2) Identification of possible organi 
zational overlaps leading to consolida 
tion of common functions is likely to be 
the next best place to start. 

(3) Standards of 
(expressed in 


through 
quate 


method, a 


areas 


functions 1s 
area ol! 


accomplishment 
terms of quality and 
speed) relating to large blocks of sub 
stantive work may be third most pro 
ductive (cannibalization of motor equip 
ment versus its overhaul and rebuild 
ing by a maintenance organiza 
tion is a good example of this). 

(4) Analysis of the procedures used 
for the accomplishment of the substan 
tive the organization. This 


motor 


jobs. of 


analysis would touch upon sequence ot 


work but would emphasize pro 
per scheduling and production control 
of work in process. 

(5) Analysis of 
including all 


steps 


control 
aspects ol 


machinery 
accounting, 


/ : 

Y/Y 

SP ) 

4\)\ 

ee af es _Y 
{ oe Nu a 
\ 
tA 


pA) | 


| 


“I know you have a date, Miss Wilson.” 


Vv ye 
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budgeting, accounting and process r 
porting of all kinds is worthwhile from 
several points of view. Most important 
from the standpoint of whether such 
machinery is usable and used to make 
the constant adjustments necessary to 
efficient operations. Such systems can 
themselves easily became wasteful and 
top-heavy. They can become so elaborate 
as to hamstring line or mission accom- 
plishment action. 

(6) An analysis of housekeeping ac 
tivities particularly from the standpoint 


of amount and quality of service pro 
vided, compared to what is really need- 
ed, frequently reveals lushness. 

(7) Attention to the job of the ir 
dividual worker may sometimes be war- 
ranted because of what the job loading 
may reveal about overspecialization and 
work distribution in the organization. 
This analysis requires a relatively high 
time input (of the surveyor if done by 
interviewers, or the organization if the 
workers write up their jobs) per prob 


able significant impovement. 


"/ love my New Order Desk. 
| find or file an Order ora 
Master in Seconds! 


My Boss is in better humor, too. 
Before | was on my feet as much 
—~~a$ at ny desk” 


WASSELL CORRES-FILE 
ORDER DESKS 


give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 


available. 


pre DESCRIPTIVE CATALOG 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 239 
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ew Produc 


LETTERHEAD DESIGN taneously produced. NCR paper makes 


clean, clear handwritten ies without 


the use of earbon paper. Tmmediately 


Parsons Paper Co., Dept. 44, Holyoke, 
! 
after writing one order, the salesman 


Mass., offer a portfolio of original letter 
g 


heads designed by Lester Beall to serve 
t t 


ay to snap out ne set 


as an idea source for businessmen. These and write 

the next, avoiding messy handling and 
carbon smudges on hands and clothes. 
Orders can be written faster and each 
sale is concluded with iH neat, ele an 
order as if the salesman had begun 
a fresh, new order book. For complete 
information on adapting NCR Order 
Books to your firm’s requirements, Cir- 


cle No. 362 on Reader Inquiry Card. 





OFFSET PLATEMAKER 
Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., announces the Poly 


chrome Transfer Unit, for making \ 





Letterhead Dewi 


are included in a Letterhead Design 

Manual, written by Mr. Beall, which in 

cludes an enumeration of the qualifica 

tions of good letterhead design. There 

ure ten letterheads in the portfolio: one 

is engraved, four are lithographed in two 

colors, four are printed in two colors 

and one in one color For a free copy % 

of his manual and portfolio Circle No. 

301 on Reader Inquiry Card. SHIELD 
BOX 


NCR ORDER BOOKS 


American Lithofold Corp., 500 Bitt 
ner St., St. Louis 15 Mo., makes multiple 
copy Salesmen’s Order Books, utilizing Kote Offset Plates 
NCR (No Carbon Required) paper. Up Unit designed 
to five handwritten parts can be simul g a duplicato 


to 
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has back 

accommodate V-Kote 
iO” =x 16” 

positions the 


adjustable and side guides to 
Plates from 814” 
Alignment assembly 
against the 


matrix plate 


and eliminates many press adjustments. 
\ shielded plateholder holds up to 100 
plates, protecting the plates from the 
Weighted transfer 


rollers cut the thumb pressure to only a 


activator solution. 


few ounces. A floating action transfer 


roller assembly simplifies and expedites 
The Poly 


TOr Di. 


No. 


the platemaking process. 
chrome Unit retails 
For booklet Circle 


380 on Reader Inquiry Card. 


Transfer 


free deseriptive 


ELECTRONIC COMPUTER 
a Co., 1723 
Moniea, Calif., 


electronic 


Cloverfield Blvd., 
makes the 
which is a 


Santa $60,000 


Readix computer 


genera] purpose, digital, one-address, 


stored program computer of mediun 


for fixed or floating point opera 
tion Alphabetic or data 
be used. Each the 
ternal 


mal dig 


speed, 
numeric 
4000 


comprise 


may 
words of in 
drum ten deei 


storage 
two commands, 


The 
supplied with a Flexowriter electric type 


gits and 


sign, or 


complete with addresses. Readix is 


writer as standard equipment and its 


paper 
imput. Six 


keyboard, as well as its tape 


reader, may be used for 


hole paper tape coded for the Readix can 


be read at ten digits a second. It will 


accept full or partial contents of punched 
ecards at 100 ecards a minute 


IBM 


Other 


using an 
Reader-Punch to read the cards. 


nput methods include magnetic 
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tape and photoelectric paper tape 


readers ean be in form of 
punched tape, magnetic tape or punched 


other 


Output 


cards to operate and 
typed characters or plotted graphs. For 
a free booklet describing the Readix 


Circle No. 353 on Reader Inquiry Card. 


equipment; 


SPIRIT DUPLICATOR 
Duplicator Corp., 444 
York 16, N. Y., announces 

Spirit Duplicator which fea 

feed, perfect regis 

fluid that 


Sohn Fourth 


Ave., New 
the BDC 


tures an automatic 


tration and a gravity system 


pump. It is roller mois 


eliminates the 


tened by a bronze roller that never re 


quires replacement and which moistens 
to the top of the sheet. A 


position pressure control provides longer 


very four 
runs and sharper copy from each master 
An automatic master clamp is provided 
lock the 
constructed 


master instantly. 
ball bear 
effortless 
to turn and substantially reduce operator 
Styled by 

$134.50 


Deliveries will start 


to accept and 
The BDC is 
ings throughout to be 


with 
almost 
Tysinger, it 


fatigue. Surton 


is priced at Counter 18 avail 


able at $10 extra. 
in October. For nforn 


Circle No. 368 on Reader Inquiry Card. 


complete ation 


DIAZO COLOR PRINTS 
195 Appleton St., 


makes a diazo-sensitized 


Teenifax Corp., 
Holyoke, Mass., 
material called Varicolor which produces 
five print: 
red, brown and black. 


colors on one blue, yellow 


Three base 
cellulose-acetate 


available: clear 


white opaque cellulose-acetate film, 
aluminized, 


color is exposed in a whiteprint 


plastic-coated paper 





in the same 1 


type material. 


other 
Any well-prepared, 
original can be print 
ing-master. After exposure, color-former 
solutions are applied by hand, a different 
one for each color. 
is accomplished by 
through the 


color also 


anner a8 any giazo 
trans 


lucent used as a 


Final development 
the 
developer. 


passing print 
Var 


using 


ammonia 


can be exposed by 


diazo-moist printer, blueprint machine 


arc lamp and vacuum frame, Beseler 


lransparency Printer, or 


the light 


Sun iamps, 4s 


source Even sunlight and a 


photo-printing frame can be used if 


hpeTtorehnand to ae 
termine correct exposure time. 


simple tests are made 
Ammonia 
levelopment can be accomplished either 
dab of 
aqua ammonia, 
the 


by rubbing a cotton, moistened 
the treated 
inserting the 


which 


with over 


areas of print, or by 


print in a closed jar in aqua-am 


monia has been allowed to evaporate. 


For free booklet Circle No. 381 on Reader 
Inquiry Card. 


ADDRESSING SYSTEM 
North 11tl} 


nas developed al 


Scriptomatic, Inc., 300-316 
St., Philadelphia, Pa., 
electronic sensing mechanism which en 
ables operator to select, reject, print o1 
skip any master card when running th 


with 
ecard 
counters can be set to 
totals of the number 
master file which fall into 


machine 
disturbing the original 
Automatic 


Scriptomatic 
out 
file. 
provide 


addressing 


master 


accurate 
of cards in the 
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any or All 


coded categories programmed 
by the operator 


on the selector panel. 
Sensing mechanism and master cards 
can be designed to suit user’s require 
ments or master may be a standard 
For information 
on this sensing system and high speed 
Scriptomatic addressing machines Circle 
No. 360 on Reader Inquiry Card. 


tabulating card. more 


OFFICE GUIDE 
w-W al ke ce 
published their 


colorful, well 


Sha Muskegon 5, 
1956 ‘‘ Office 
illustrated 


containing ‘‘everything 


Mich., have 
Guide’’ a 
book 
office 


29? page 
for the 
nes 


of furniture, fil 





FACTORY AND 
HOME OFFICE 


MUSKEGON, MICHIGAN 





equipment and supplies. The book also 
describes many methods of cutting office 
costs. Its 
the 


classic 


index is quite complete and 
considered a 


reference 


entire work can be 


catalog of great value 
to office purchasing 
agents. For a copy, fill out and Circle 
No. 390 on Reader Inquiry Card. 


executives and 


FORMS APPLICATIONS 
Baltimore Business Forms Co., 3144 
Frederick Ave., Baltimore 29, Md., offers 
a free 24-page booklet, ‘‘Forms for Busi 
illustrated 


ness,’’ containing case his 
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tories of 11 different 
order-delivery-billing, ticket, 
manufacturer’s agent purchase order, 
bank deposit ticket, accounts receivable, 
department store salescheck, lay-away 
system, specialty store salescheck. For 
the free booklet Circle No. 383 on 
Reader Inquiry Card. 


forms including 


production 


COLLATORS 
Collators, Inc., Dept. 
St., New York 7, N. Y 


a completely new 


Thomas 
Church 
nounces 


> » 
B, aU 
+ an 
line of me 


chanical and electric collators with Speed 


load Control which permits faster, easier 
loading; redesigned bin assembly 
allows 70% 


which 
greater paper capacity per 
bin; rotating feed fingers for more posi 


tive operation, and new design with 


rounded corners and mar-resistant finish. 





Speed Load Control and Stroke-Stop 
Regulator are located on the front panel. 
Operator can use both hands when load 
ing bins to ease handling of large, odd 
sized paper. All feed fingers 
justed in one operation so that any size 
paper up to 20” 
3 feed fingers 


2CCaAUSE 
ally never wear out. 


are au 


x 17” is ejeeted properly 
rotate, they virtu 
mechan 
‘al single and double pedal models and 


There are 


electric foot pedal types in capacities of 
Rach 
crease collating efficiency by 
hand gathering. 


from 8 to 32 sheets. unit ean ir 


100% over 


Several models can 
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sheets an 


Circle No. 


more than 
For full 
366 on Reader Inquiry Card. 


collate 10,000 


hour. information 


SPIRIT DUPLICATOR 
Rex-O-graph, Inc., 7844 West Hicks 
St., Milwaukee 14, Wis., makes the Mod 
el RES-4 systems machine which has an 
end feed to allow the 
both 


dling 


operator to use 


hands in feeding paper or han 


masters. It can rapidly be con 


verted to automatic feed by the addition 


of a simple attachment. The systems ma 


chine elevated 
visible to the 
Foot pedals control 
opening of clamp 
the for both 


and continuous revolution. Pinpoint reg 


has an adjustable recely 
and 
all times. 
the 


drum 


ing tray copies are 
operator at 
the 


master and 


operation of single 
istration, a raising 
block-out slot, 
and 


and lowering device, 


three-digit reset counter 
among the 
many other features of the Model RES-4 
The banks 


for coupon work in loan 


all-roller moistening are 


machine is used in 
the 
preparing 
lists, 
and 

for many short 
by different 

Rex-O-graph has been in business 


Sy stems 
installment 


lepartment, in new accounts 


and accounts closed reports to e» 


ecutive committee directors, div 


dend notices and forms 


needed in quantity lepart 
ments. 
for 22 years and has over 70,000 dupli 


ecators in the field today. Machines are 
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est materials with 


moving parts for 


t rouble Tree op 


For information Circle No. 369 


on Reader Inquiry Card. 


eration. 


DUPLICATING STENCILS 


Rio 


makes 


Grande 
Plio 
top film at 


Frankel Mfg. Co., 285 
Bivd,. Denver, Colo., 
Weld film stencils with the 
tached hacks without any 
glue or adhesive. The PI 
Weld letel 
at cky I Css Whe ! \ U hl | fi ake 


icKIng 


how 


stene ninates any 
eorrections on 
tovether 

and any ylue or 


Plio-Weld 


away 
stick 


overcomes any object ion 


ness on the dupli 


eator, 


of a. 


held 
bonding 


stencils. The film is 
back by a 


Frankel’ 


film 
the 
process developed by 
staff. \ 
film 
when 
shelf 
Weld 
blue, 
and for all 


to top 
firmly to secret 
research 


the 
backs, even 


advantage is that 
fall off the 
stored for years, thus prolonging 
life by at Plio 


stencils are all colors: 


dealer 


will never 


least four times. 


available in 
yellow, white and 


green, orange, 


American and European du 


plicating machines, all made in the 
Klean-Write The has a 
patent pending on the new process. For 
Circle No. 355 on 


quality firm 


further information 


Reader Inquiry Card. 
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HAND PRINTING PRESS 
Force Western, 
on Blvd., Chic 
the Monarc} 
abel 
ther a 


rubber ty 


- 


trom ‘ 


able pe 


sure perfect alignment and a_ simple 


rocking motion make 
The Monarch Har 
21 "wo 1 


BSIZCS: oO ) in » 


pression 
available 
n two ied 
$32” each co \ 1 ary nk pad 
and nickelplate For additional 
nformation Circle No. 351 on Reader 


Inquiry Card. 
TAB CARD EQUIPMENT 


57 Post 


Tab Produets Co., 57 
Franciseo 4, Calif., make lab 
have root or all tal 


counter high 


st., San 


Storaway 
cabinets which 


materials, plus work 


{ 


Y surtaces of attractiy Kasils 


ljustable flat she 
an ple tor ug V ‘S. eontrol 


panels, reports 


space 
Torms, source 
locuments, yt ns an eard poxes 


Handsome, Storawavys 


THe Orrice—September, 1955 





make machine departments more attrac 
tive and They 


construction re 


improve performances. 


are of heavy gauge 
inforeed to stand years of hard use. Pic 
tured are 
The 
working surface on each unit is just right 
for eard 


Storaways No. 574 and 577. 
large, unbroken 29” x 48” Formica 
trays and other operating ma 
terials. The 574 is open front and back, 
central 
12” depth. 
depth, for large 


with a partition dividing the 
The 577 


control panels, trays of 


shelves at is double 
cards and other long objects. These two 
units are ideal for center aisle use and 
make good departmental dividers. They 
| facilities for all control panel 
sizes. For more information Circle No. 
384 on Reader Inquiry Card. 


proy ide 


CONTINUOUS ENVELOPES 
Newark Newark, Dela 


ware, makes Perfelopes which are con 


Printing Co., 


tinuous envelopes in fanfold style with 


marginal punching for 


typewriters, tabulators, ete. 


feeding on pin 
feed devices: 
Fach becomes a eom 


M rs | y 


mechanically. 


envelope regular 
detached. 


manually or 


mercial envelope when 
be detached 


Manual detachment allows reuse of blank 
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carrier strip containing marginal punch 
ing. Any size or shape envelope can be 
had with any printing from a simple cor 
ner card to four color process. Enve 
lopes ean be used on automatic inserting 
machines. For full information and 
samples Circle No. 389 on Reader In 


quiry Card. 
PHOTOGRAPHIC SPIRIT MASTERS 

Ditto, Inc., 665 8. Oakley Blvd., Chi 
cago 12, that 


masters for Ditto direct process 


Lll., announces accurate 
spirit 
made 


duplicating can be photographi 


three to five 
minutes. Xerography eliminates abl costly 


cally by xerography in 


and time-consuming steps sueh as r 
typing, drawing or tracing complicated 
master. The 


originals onto a process 1s 


entirely dry and clean. No water, nega 


tives or darkroom are needed, The nas 
ter produces up to 300 copies and 
this 


re-copying the 


more 


than number can be turned out by 


used master or a copy 


through the xerographic process. The 


copying equipment necessary tO us 
with Ditto 
Haloid Co., 


feduction to 


machine s Is 
Rochester, N. JS 


enlargement to 


xerography 
rented by 
50% and 
150% can be made of original copy onto 
the 81%)” x 11” plate. For full informa 
tion Circle No. 367 on Reader Inquiry 


Card. 





BUSINESS CARD GUIDE 
R. O. H. Hill, Inc., 
New York 12, N. Y., 
Card Buyers’ Guide, prepared by busi 
ness card specialists, which tells what 
good card is and good card is im 
portant. This 8%” x 11” file type folder 
describes the qualities of a good business 
card and the information cards should 
contain. For a free copy of this folder 


Circle No. 378 on Reader Inquiry Card. 


ADDING MACHINE 

Adding Machine Co., 1334 
Way, North Hollywood, Calif., 
makes the Johnson Adding Machine 
which has the following features: 10 
key touch method 
tion keys, all 
direct subtraction, 


ance, automatic 


270 Lafayette St 


offers a Business 


why a 


Johnston 
Sherman 


keyboard, 
keys 


automatic credit bal 


even H¢ 
feature electrified, 


totals. two-color ribbon, 
backspace key, 
total. 


and is easy to 


10 column listing, 11 col 
umn 


Machine measures 9%” 


carry weighing 


lbs. 


subtract, 


only 21 Featur include re 


peat, 


keys 
correction, non-add and 
sub-total. 3ackspace key 
nating the last 
chine is constructed of six 


permits elimi 
number. Ma 
separate unit 


digit ot a 


assemblies to allow immediate servicing 


and cleaning. Its aluminum case is lined 
with 


noise. 


sound-proofing material to reduce 
Transparent tear-off bar permits 
perfect alignment of Sold 
sively through machine 
For further information Circle 
on Reader Inquiry Card. 


tape. exclu 


office dealers 


No. 359 
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PROCESS CAMERA 


209 Elmora 
makes the ATI 
handle images 
for making offset 
prin 


rican Type Founders, 
Ave., Elizabeth, N. J.., 
Mastercraft { 
p to 


amera to 
17%” x 17%’ 
and photo engravings. Its 
cipal advantage is its simplicity of opera 


new features save 


Completely 
simplify operations. Focusing 


an electronic 


system 


v Tocuses the unit 


is set for the 
or reduction. kx 


desired enlarge 


posure is elec 


tronically controlled An electronic 


llumination integrator measures. the 


strength of illumination and controls 


the lens opening. Lens is automatically 


shut off as 
light has 
interferences 


as the 
passed through. 
with the 


SOOr 


proper amount of 
This offsets 
lighting caused by 
lations. Maximum enlarge 
times; aximum reduction, 
volt AC, 
‘ illustrated 
booklet Circle No. 382 on 


Reader Inquiry Card. 


Operates o1 110 
single hase 0 amps kor 


descriptive 


CARBON MANIFOLD SETS 
Letterex Corp., 1640 Connecticut Ave., 
Washington vy, D.C., 
Manifold 


attractive 


now packages Let 
Paper Sets in 
three-color boxes with strong 
customer appeal. Letterex sets consist of 
sheets for 
number of copies of type 
without 


terex Carbon 


one-time carbon and second 


making any 
written work 
sheets of 


These are 


collatingseparate 
and manifold paper 
made in letter and legal size- 
13” and 81/4,” 14’ 


carbons 


81,” x 11”, 81 
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NEW == SPIRIT DUPLICATOR 


AUTOMATIC FEED 


GRAVITY FLUID SYSTEM 


ROLLER MOISTENING 


PERFECT REGISTRATION 


AUTOMATIC MASTER CLAMP 


PRESSURE CONTROL 


BALL BEARINGS THROUGHOUT 


GUARANTEED | YEAR 





134° .... 


COUNTER $10.00 EXTRA 


Look at today’s best buy in spirit 
duplicators! The new BDC brings you 
every important feature — including 
an automatic feed—for less than you 
would expect to pay for hand fed 
equipment. 


Cam operated, the new BDC Spirit 
Duplicator will give years of service- 
free performance. Compare the 
superb design by Burton Tysinger, 
check the outstanding technical fea- 
tures, and write for complete infor- 
mation today. Bohn Duplicator Corp., 
444 4th Avenue, New York 16, 
New York 


Shipment beginning October 


For More Information Circle No. 172 
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Letter sizes come in white, canary, green, duction. may be placed wher 
pink, salmon, goldenrod and blue: larger eve j led and allows the opera 
sizes in white. Dealer’s name can be ir t sated while collating. It is 
printed on boxes. For literature and free ilso equipped wit ingertip control and 
samples Circle No. 302 on Reader Inquiry has apling-stacking bin which ean 
Card. ai mods ther an automatie or hand 
é t ynplete the processing of 

ELECTRIC COLLATOR work during the collating operation. For 
further information, price and detailed 


specifications Circle No. 391 on Reader 
Inquiry Card. 


Collamatiec Corp., Wayne, N. 
ded the ode 1200) Collama 


their line of le ec Office collating ma 


| 


chines The w machine has 12 large MODULAR FURNITURE 


capacity bins handle any job requir 
ig 


Feldman selie Corp., 910 East ith oo 


ing €O at ny ot up to 12 printed pages 


or sheets. Like their Model 800. Model Los Angeles 13, Calif makes two new 


“uy ¢ Ba ee ce ee basic groups of functional office furni 

] Ollamatic is electrically powered 5 

an can he operated by a J rht tour h ot ture, rhe Achieve ment Group for execu 
g f 


the hand or by electrical footswitch. It 


includes four basic desk types: 
ecutive desk and hutch combina 


L-type secretarial desk and a 


ve conference desk. All 

Avaliable choies ot several finishes 

and with leg of walnut and anodized 

aluminum or satin brassplated tubular 

steel. The Coordinator Group is built in 

modular units, each rigidly reinforced 

will maintain a sustained rate of pro with steel. Units are fully interchange 

duction of up SO00 collated sheets per able ror an aimost nfinite number of 
hour Operation 1s almost effortless and ayout arrangements to fit any area. 


requires no specia skil or training. matching chair types are available as are 
Sheets are automatical] fed from bins bookcases, storage cabinets and tables. 
by specially engineered Magicfeed rollers For a free illustrated catalog of the 
which assure sitive single sheet feed Feldman-Selje Collection, Circle No. 357 
ing. Rollers may be disengaged for re on Reader Inquiry Card. 
loading, or for collating fewer than 12 

gy Zz 
an ak sce tiene “Win aitieetie te TRANSLUCENT MASTERS 
guaranteed to pay for by elin ienfang Products Corp., Metuchen, 
nating waste opera . J., offers literature and samples of 
tion, and by « at a faster rate ’ata-Trace Translucent original papers 


For More Information Circle No. 347— 
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adds auto-multiplier! 


There is nothing quite like the new electric Odhner 

this speedy, easy-to-operate 10-key adding machine 
now offers a revolutionary auto-multiplier and 
optional stepover feature! Odhner’s auto-multiplier 

the 9 small keys at the right of the keyboard — is 
designed so the top depressed key activates the . 
multiplying cycle. Now Odhner gives you the 
advantages of efficient and simple automatic 
multiplication — at savings up to $200! New Odhner 
retails at only $399.50. Available now in the U.S.A. 


You can count on FACIT, INC. 


404 Fourth Ave., New York 16, N. Y. 


114 Sansome St., San Francisco4, Calif. 


Adding Machines 





Won't get brittle with age! 
Won't ooze adhesive! 
Won't shrink or cloud! 


Mend 


810 
Permanent Mending Tape 


Shrink proot + Stays Clear « male + 


valuable papers invisibly ! 


Here’s a mending tape you can use 


safely on your most important docu- 
ments, valuable books, maps and office 


records. It practically disappears on 
contact with paper, and it stays crystal 
clear permanently. 

“SCOTCH” Brand 810 Permanent 





Mending Tape will never become cloudy 
or brittle, won’t shrink or ooze adhe- 
sive. And here’s another big advantage 
... this new tape has a smooth surface 
that doesn’t reflect highlights, can 
be written on with pencil, ink or 
typewriter! 


Your tape supplier has “Scotch” 810 Permanent 
Mending Tape now... see him for a trial quantity! 


adhesive tapes made in U.S.A. Minnesota Mining and Mfg. Co., St. Paul 6, Minn. Export Sales Office: 99 Park 


The term “SCOTCH” and the plaid design are registered trademarks for the more than 300 pressure-sensitive 
@ Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ontario. 


For More Information Circle No. 136 
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WASTEBASKET 
estown Mfg. 


furniture, 


black, 


September, 1955 


Reader 


r eR iT als 
1 Circle 387 on Reader 


DOUBLE TYPEWRITER 
per al Tyvpew! ‘ Lt 
Road, Leicester, 


In 


elope 
Mac} 


nes } 


vert 
ms ! ng 4 
Ko f 


irthes 


on Reader 


eutting, ete tion 
Circle No, 379 


Inquiry Card. 


WINDOW COATING 


\ 


+) f} 


1 dati 


quart is $10; 4 
Circle No. : 
quiry Card. 


) yaiion 


370 on Reader In 


For 
Inquiry 





LEAD HOLDER ter t is ht in weight with a per 

Koh J Noor i he il ( O., HOO msvUT = ect alanes and I ad nt ton which 

N. J., make a Drafting ead older Can be pressed dow! Vill ase. Packed 

with a push-button ir nia ate 12 e! nm ea y box. Circle 
No, 361 on Reader Inquiry Card. 


(patent pe! 
to indicate for } ow! ference +} 
particular degree of lead he has plac COLLATING CALCULATOR 


( itors, Ine. 


in the 

ferent deg 

Lo change to 
changes the pus 
simple twistil 
can thereby 





FOR All NOISY 
OFFICE MACHINES 


“absorb NOISE where it starts” 
SOF’TONE changes NOISE to a pleasant soft tone 
Resulting in better 


HEALTH — COMFORT EFFICIENCY 


(reater Aecuraey, 
and Less Absenteeism and Personnel Durnover 


© 195s Results guaranteed—Or You Do Not Pay! 
ae Write today for details. Give machines, 
mokes, models you use and measurements. 


6 9 COMMERCIAL ST., ROCHESTER 14, N. Y. 


For More Information Circle No. 264 
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DASHEW can now * assist in your 


AUTOMATION REVOLUTION! 


Systems for control and identification of raw materials, work in process, 
spare parts, finished products, etc., can now be made to understand the 


common language of integrated data processing i Material 


involved in manufacturing, storage, distribution, inspection ‘and classi- 


Vee 


fication may be positively identified ‘% “ 4 and integrated into many 


data control systems. Here are the basic tools: The DATABOSSER 


® iy automatically activated by punch cards, punch or magnetic 


tapes to emboss color-coded, weather & chemical resistant, self-writing 
DASHAPLATES ee With fixed & variable data at the rate of up 
to 6000 per hour and can simultaneously thread & loop tying wires 


6900-1710 


cone ae eat ink tops of characters for more rapid reading, emboss 
sequence numbers & notch for sorting & coding 3 
The DATAWRITER 18 Foal in one stroke transcribes all data 
from DASHAPLATES (attached to materials) on cards or carbon sets 
for many systems applications. The DASHAPRINTER Qe ises 
DASHAPLATES to print directly on boxes, materials, etc. The DASHA- 
WRITER op , “= uses weather & chemical resistant, erasable fluid 
for manual writian of added data on DASHAPLATES. The DASHEW- 
DAVIDSON puPLicaTor ip IP pre-prints the DASHAPLATES 
with forms, instructions, photographs, etc. Systems applications of these 
basic tools are almost infinite where management is confronted with 
control & identification of materiel & personnel. Revolutionary Dashew 
machines and systems-engineering concepts tit 4 offer economical 
and highly efficient solutions to many problems. Write for further 
information to DASHEW BUSINESS MACHINES, INC., 
5886-R Smiley Drive, Culver City, California.% Many systems & products 
developed with Dashew’s own resources for military forces and supporting industries 


are now released to business and industry. 
For More Information Circle No. 240 





‘Save Time--Reduce Damage 


with SYV7?RON 
ENVELOPE JOGGERS 


Automatically align contents of en- 
velopes for fast, clean opening by 
manual or machine methods. Jogger 
loosens and shakes down envelope con- 
tents in a few seconds—speeds office 
procedure. 





568° 
F.O.B. 
Homer City 
110 Volt, a-c 
operation 


Eliminate Torn or Disfigured | 
Correspondence. 


| 
—_ 


7 <@ Correspondence can 
y im be opened quickly 
‘ie — s and safely without 
— danger of mutilation 
WU —prevent damage to 
important messages. 


Write today for 
complete catalogue 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 


For More Information Circle No. 280 
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a prospective eol- 
t instantly computes 


job both 
Collator. 


to do the 
with Thomas 


difference, representing the time 
operating 
show dif 
the cal 


Thomas 


o 
ies 


is ultiplied by the 


personnel’s hourly wages to 


ferences in costs. In addition, 


culator recommends the proper 


Collator model to be used, based on 
individual 
The cal 
effie) 


scheduling 


age volume of the 


collating assignments. 


as an office 


permits 


or eollating op tt vell as operating 


personnel, T sign the calculator, 


Thomas compiled operating information 


from hundreds of Thomas installations 


throughout the 
tests 


Exhaustive 
forms 


country. 
were run on the various 
of manual free 
Thomas Collating Caleulator Cir- 
cle No. 365 


on Reader Inquiry Card. 


collating. For a 
~ 


(ost 


FOLDING MACHINE 
Martin-Yale, Ine., 334 N. Bell Ave., 
Chicago, Ill, announces the Premier 
Auto-Fold eleetric 
which will 
folds at the 


folding machine 


most used 
rate of than 


Machine is little larger 


produce the seven 


more 4,000 


pieces an hour. 


than a typewriter, completely portable, 
and takes stock up to 914” wide by 14” 
Unskilled help can use it and set 
standard, 


long. 


machine for single, double, 


accordion, french and many other folds, 
by referring to chart on machine’s side. 
The Premier Auto-Fold operates on 110- 
120 volt AC s attractively 


and finished 
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STANDARD FORMS 


INVOICES 


BILLS OF LADING 
PURCHASE ORDERS 


RERLY MESSAGES 


4?on 5 Pert 


Carbon Interieoved 
With Your imprints 


STANDARD CONTINUOUS FORMS 


FOR EVERY BUSINESS NEED > 
2. 2 On 4 PARTS Je : 


With Your Imprints 


REGISTERS 


NEW, ADJUSTABLE 1955 MODELS 
All Types 
from $8.25 thet 


Pte 


Ten, 


(REDIFIXT PTOI SSM RO)STUES 


save/time...save money 


W-2 TAX FORMS 
WITH STATE FORM COMBINATIONS 


EXCLUSIVE REDIFIXT FEATURES 


* One typing tokes core of all the work for all fling 
requirements 


© One operation snaps ovt the carbon from all copies 


*® Officially approved by Federal and State governments 
and Prentice-Hall, inc 


QUAN | 4 part] 5 part 6 part 





BOOKKEEPING 
& IBM FORMS 


Custom printed and standard 
individval corbon interleaved 
REDIFIXT ond continuous forms 
including 18M, N.C.R. and other 
bookkeeping forms 


\\ 
AN 
‘\) 
Wy . 
\) 
ny 


S\\ 
N 
s 


\ 
\\ 
\ NY » 


xa 
« 
‘i 
XY 
. w 


\ 





ALL FORMS AVAILABLE ON THE NEW NCR 


WRITE FOR PRICES 


(MO CARBON WNELDED) PAPER 


WRITE FOR NEW CATALOG C SHOWING STANMOARD BEDIFIXT LINE 


. f , 
(ensolida ted Mustness Systems 
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pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove noil polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 

To moke neot erosures— just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smear. 

Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
ie. 2) eee 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 276 
172 


We 
TR 


merloid with all 
plated. 


baked han 
tal parts satin chrome 
1 at $109.95 \ hand operated 

available t $69.95. For con 

plete information Circle No. 352 on 


Reader Inquiry Card. 


DESK STABILIZER 
'o-Line Corp. of America, 2659 
\ . Los Angeles 64, Calif., 
nev designed, trouble-fre« 
Desk Stabilizer with a fool 
which holds the 
firm and gives rigid 
pewriter. It will sup 
apsible to 


wer tor storage. 


s easily adjustable 


up to oe, At 


release and no 


This Desk Stabilizer 
to a fraction of an 
nmstant fir 


has an yertip 


ball bearings to cause jamming. 


Pres-To-Line Des} 


eonstruction 


Stabilizer s of all 


t 


with rubber tips a 
slide 


floor 


service 


preventing any rive or 


nsuring against scarring of 
or desk Constructed for life long 


without need for adjustments or repairs. 


Its ise. (Yt vents unnecessary fatigue, 
fraves erves, and reduces typing errors 
by eli uunce, wobble 
of typewriter platfor Retails for 
$4.95. For information Circle No. 


377 on Reader Inquiry Card. 


minating be and sway 


more 
September, 1955 
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OU, CAN LIGHTEN. YOUR FIGURING BURDEN 
~ wid A MARCHANT frcuresmane 


L) 


PAYROLL or INVENTORY, INVOICING or PAYABLES, whatever your 
figurework, you can do it easier and faster with a MARCHANT Figurematic 


* IT’S EASY TO USE * IT’S EASY TO OWN 

A MARCHANT Figurematic is so Through our “pay-as-it-saves” plan, a 
simple to run, anyone in your office Figurematic can go to work for you 
can use it speedily and efficiently at once on terms to fit your budget 


Any way you figure & IT’S EASY ON YOUR TIME 
four. Call the local MARCHANT MAN 


for atest run on your own work. Your 


ats 
MAR T business—whatever its size—can turn 
“ ey tha M/ ( AN 
AMERICA’S FIRST time into money with a MARCHAN]I 


Figurematic« 


Find out how a MARCHANT calculator will help cut your 
figurework costs and lighten your figuring burden. Mail 
this coupon with your business letterhead for free 


Index to Modern Figuring by Marchant Methods | 


Spore 
| GUS COUPON | Descriptive Literature on Marchant Calculators 
‘ MARCHANT CALCULATORS, INC, OAKLAND 8, CALIFORNIAO-9 
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FANFOLD TOWELS 


This i—_ ee ae aa 


what amounts 


ink says B te ’ 2 sti < : ates : of paper towel 


NO! @ 


oft self adhe 


hotton of 


Offset Ty 


i 2 
, 


Smear 


NO Slip-Sheeting 


CANODE DRI-RITE 


The easiest-to-use duplicating ink 
on the market! 


Highlighting these quality extras: 

@ No oil creep in pad 

@ Will not harden the pad in 
any climate 

@ Will not clog pads, harden in 
cylinders or damage stencils 

@ For both open and closed 
drums 

@ PERFORMANCE GUARANTEED' 

Write Today for Name of Your Nearest Dealer 


INK SPECIALTIES CO., INC. 


519 N. Halsted St. ©@ Chicago 22, Ill. I rther tion Circle No. 


on Reader Inquiry Card 
For More Information Circle No. 241 
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You Can’t Lose... 


The most expensive thing in your 
office is time! The cheapest is 
carbon paper. LETTEREX buys 
high-price time with 


low-cost carbon. 
Try LETTEREX!* 


General 
Office 


Correspondence 


The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 


For More tnformation Circle No. 110 


September, 1955 





TRANSFER FILES 


because it’s the 


FRAMEWORK 


that Counts 


TRANSFER FILES 





STAX 
and Tabuiating Card sizes 


For 


STREI 


this gives neg ‘ te ta 
ee g 7 ‘ gth hecause kev-} 
this gives an entire 


plat ! 
fiie bank double strength 


Pictured atr gh 
s port of « 

nstollation of 6100 
tox On Steel file units 
in the file rooms of 
Boeing Airplane Co. of 
Wichito, Kansas. They 
stock them 12 high 
tp the dalliemaaitll 
find thot records ore 
olwoys 


neot, clean 


ond easly accessible 


Files are available Letter, Legal, Check 


Send for Catalog 


ON STEEL Transfer 


in 


BOX COMPANY 

— SERVING STATIONERS SINCE 1918 — 
720 $. Dearborn Street 
Chicege 5, iilinois 


BANKERS 


More tnformation Circle No. 176 
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SMALL WASTEBASKET 
ional Vulear zed oe 


CAPACITIES 
bottol! 


Lop Mi 








fabricated 
uleanized fi 
lightweight 
i having 








re 


no rough 
furniture or snag clothing. 
maroon-brown and olive 
Sprayed lacquer finishes 


to harmonize with 
decorations. Guaranteed for 
Vul-Cot wastebaskets often 
iY ore, Users report 


ceptacles lon’t 


"Hn! 
fibre re dent, crack 
splinter Resistant to rust or corrosi 
they will not stain rugs or floors. For 
} 


heet Circle No. 363 on Reader In 
quiry Card. 


aata s 


NEWS STENCIL 


Dick Co., 5700 W. Touhy Ave., 
ha Eidag Tit : 


an ‘‘ Important 
illustration st 


a newsb hold 
portant News. 


letters «ar 
letter ap 


* FABBRICA ADDIZIONATRICE ITALIANA ; « 
under 7 


VIALE UMBRIA 36 


MILANO -ITALY 


For More tnformation 
Due Orrict 


Circle No. 252 
September, 1955 
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Chokes’? 


NOT THIS 


STAND 


The welded tubular steel construction of this 
Hercules® business machine stand prevents 
vibration, thus protects valuable machines 
It is a model of efficient design: speeds 
operator's work, reduces fatigue, con 
serves floor space. Drawers slide smoothly, 
silently on nylon glides. Black, gray, brown 
or lime green with matching or contrasting 
care-free Vibrex tops. At your dealer 
or write The Meilink Steel Safe Company 
1672 Oakwood Ave., Toledo 6, Ohio 

$56.50 

Drawers ar 


$f trays extra 


Meilink Steel Safe Co 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your literature on Meilink type- 
writer and business machine stands 


Name 





Company 


Street 


For More information Circle No. 251 


thy ' 4 y ' fey eles 


} tins 


on Reade 


Specin 
} 


Circle No. 37 


; ' 
( 4 


Inquiry Card. 


MACHINE CLEANER 
|’ 





on 1] olt Af For illustrated 
Circle No. 358 on Reader In 
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FISH WHERE THE BIG ONES ARE 


If you want to do big business, o where the big business ideas 
are! That’s New York—the world’s capital of business; national 
headquarters for most big companies. 

That is why the one truly national business show is held in 
New York—for New York is where most national planning and 
buying is done. 


NATIONAL BUSINESS SHOW 


OCTOBER 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street - New York 36, New York * PEnnsylvania 6-6760 


For More Information Circle No. 137 
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ADDRESSING MACHINE 


Spirit MASTER UNITS | sisresseramnatsteigrar Coes 


I ) 
i 


or CARBON PAPER °°": 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 


1 \ddressograp! 
nf ation Circle No. 
304 on Reader Inquiry Card. 
MACHINE STANDS 


4 1) 
Steel Safe Co., 1672 





AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 





Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


BA Bas 


S 


ws Wali 


CARBON COMPANY OL AR SPORE 
GENERAL OFFICES eo SKOKIE, ILL. | be made at the office if the stand was 


For More information Circle No. 253 For More Information Circle No. 348—> 
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NEW! Victor Calculator 


Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 

















The new Victor Mult-O-Matic is the lets you multiply same figure repeat 


only machine with completely auto edly without re-entering each time 

matic multiplication from one simple New total transfer button lets you 
set of keys. You multiply figures as you retain a total in the machine so that it 
would write them—only the multipli can be multiplied by another figure 

cand, multiplier and answer are Don’t wait. Call for a free tryout! 
printed on tape No other confusing Look under “VV” for Victor in the add 
figures or symbols are printed ing machine section in your classified 


Simplified automatic constant lever phone book or write 





VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Manufacturers of Business Machines, Cash 
Registers, Business and Industrial Systems, 


Electronic Equipment and Electri-Cars 









New 
Automatic 
Constant 










). Lever 
‘| 
tl 
New 
Total Transfer 
> Button 
ts 
le 
AS 
New 
Select-O-Matic 
sind for Automatic 
~~? 


Totaling 


This Too! 
Is Important! 


By working through your local 


Distributor or Printer exclusively, 
we have built a nation wide repu- 
tation for and 


promptness very 


tast service. 

OUR SPECIALIZED 
PRODUCTS: 

Carbon interleaved unit sets. 


New N.C.R. 
quired) sets. 


(no carbon re- 


Carbon Ready Statements in 
three styles: Line Find, Saddle 
Back, and Fold Over. 


Voucher and Payroll Checks. 


The next time you, as a user of 
forms, need very, very fast service, 
ask your favorite Distributor or 
Printer to write, wire or phone: 


Jack Deller or Bill Bedinghaus at 


MODERN BUSINESS FORMS MFG. CO. 


308 E. Sth St. Dept. O., Cincinnati 2, O. 


P.S. To Printers and Distributors, we 
do not sell direct, only through you. 
Write letterhead for free 
catalog, no obligation. 


on your 


For More Information Circle No. 294 


182 


in the past 
time, assen bly 
the tubular 


frame ana 


not p erced to accon modate 
s for fastening. The two-drawer units 
ve attached on the correspondence 
Model 85 . the 
(Model 
combination typewriter 


Mod is $5 and +6 ° 
match the 


achine stand 


mous-forms machine stand 
on the 
desks 
e eotors to 

gray, black, green, lime 
wrinkle-finish 


ach unit easily fits the 


tan int 


vs not eliminate 

leg room or top 

space. For more information Circle No. 
375 on Reader Inquiry Card. 
LIST FINDER 

Mfg. Co., 


Crusader List with a 


Bates makes 


new 


Orange, 
gle action reles instant 
Its « tra ae ‘ed yl” eards 


nunibers, 


nddresses : on one line. 


The Crusade y ime s slightly 
lists at 


brown 


smaller than Jates’ Cavalier, 


$3.25 and comes in four finishes: 
beige 
with burgandy, black with gold. For in- 
formation Circle No. 305 on Reader 


Inquiry Card. 


with gold trim, gray with silver, 
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by Smead Craftsmen 


YOU'LL WANT TO BUY MANY — FOR 
ANY GIFT GIVING OCCASION... At last... a line that is always 
up-to-date. Ideal for business or personal giving any time of the year. 
The utilitarian value, the beauty and The novel and long wearing finishes and 
individuality of each iter shown on this the individual styling are such that you 
page makes anyone of them an appre- will not find them duplicated elsewhere 
ciated gift upon any occasion 





Me A NEW KLEER-PAK BINDER 
For Soles Presentations or os o Personal File 
An ideal place for clippings. photos 
gree papers, testimonia ettere, ete 
etal is eliminated from this binder 
ngs are made 
} eaves 
) Desi 
R-10 witt 
R-20 with 2 


Me""MY PERSONAL PORTFOLIO” MR SMEAD'S DESK SECRETARY 
An “Under the Arm" Carrying Case : sonal desk file is made 
of hand rubbed pure vinyl wn in 
deo De Taylon plastic zipper Gift wrapped 
16 inches. Gift wrapped. It is the 
perfect gift for the busy man 


No. VLI1611 


finish 


No. VL39 


Mm SMEAD'S "On the Street” 
CARRYING CASE in LEATHER-LIKE 
MATERIAL 

f Leather-Like Material ze 10 
ith Glyd-Loc fastener 
An ideal gift for 


ness and } onal 


“ 


Me SMEAD'S EXPANDING FILE Me SMEAD'S RECORDING FILE 


Made of Leather-Like Material with 21 The perfect carrier for 7 inch rdings 
roomy pockets It outwears nary and tapes of dictate r r 

material 9 tol. Gift wrapped it makes a ing Smead's Lea 
beautiful present for the office or for gift wrapped N 


No. R-117A 


All items attractively 


Me SMEAD'S PATTERN FILE ‘ - Foe || W 

Now comes in new beautiful daisy pat- , ~ 

tern design and gift wrapped. A 10 com 

partment pattern file an ideal gift 

for the homemaker 

P315M (Maroon) P315B (Blue s 

2315G (Green P315D (Daisy) . , — See your stationer today Examine 


F these useful and beautifully packaged 
SMEAD'S HOUSEHOLD FILE a7 ; 4 poe 


This 3-way indexed home file now comes 
in beautiful new daisy design gift 


wrapped. Truly “A Gift for any Oc : ‘ THE SMEAD MANUFACTURING CO., INC. 


casion 
W315-M (Maroon) W315-G (Green i HASTINGS, MINNESOTA 


W315-B (Blue W315-D (Dawy) 
Information Circle No. 111 





SHELF UNIT 
} Mfg (‘9 


FILE 
OFFSET PLATES 
NEGATIVES, STENCILS 


The 


SAFE -SWIFT-SURE WAY 


Atlas Vertical Filing Systems 
SAVE 


+d Time ” Manpower 
@ Space @ Paper 


PROTECT 


® No Standing on Edge— 
Eliminate curling and 
damage to edges 
Plates, Negatives, Sten 
cils hang vertically free 
from pressure, scratch 
ing, denting and creas 
ing 


ATLAS 








MODELS sian oP pa ehagll ar ap seein 


24 Ibs 


A Deluxe (illustrated) ag * As ree 

B DeLuxe ceceagiinatagoen ar eee Bieictcrrialieres 

C Deluxe are $2.49 excel 0 tionnl informa 

Portable tion Circle No. 371 on Reader Inquiry 

Twin DeLuxe Card. 

A Jumbo 

8 Jembe PHOTOSTAT DATA 

Cc Jumbo 

Efficiency Models d ster Prints, Ine., 1168 Sixth 
New York 1Y, N Y., offers u 

You hove a wide choice of cabinets and hangers 

when you choose Atias 


Atlas Hangers—Only Aftias Manufactures a Com- 
plete Line of Patented Regular and Nega-Plate 
Envelope Hangers in 11'/2°', 14°' and 22° widths. 


Write for illustrated literature on cabinets 
and hangers 


SEE Atlas Vertical Filing Systems at the 
NSOEA Convention Booths C-3 and C-4 


T 
es he ecendf FICING (penne J 
F008 S1EheCmS OFFS! ATES & MEGAT VES BAY f -_— 
} races twontr eres comes 


, ‘*So You Think 
ATLAS STENCIL FILES CORP. —- ha Geena eB toogeon 
16716 Westfield Avenue, Cleveland 10, Ohio a ne v~ . aaiateateiatiednaes 
For More tnformation Circle No. 291 
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NDABLE SERVICE 


OSE 
TO Q) LEADERSHIP 


IN THE DUPLICATING FIELD 


DEPENDABILITY and PRECISION 

has been the keynote of ROSE’S success. Co 

research by ROSE has produced a superior line 

of duplicating products. This basic policy supplemented 
by more than a quarter of a'century 

of experience and know-how gives ROSE 


the highest reputation in the field. 


® MASTER UNITS 

® SPIRIT CARBONS 

® HECTOGRAPH CARBONS 
® SPIRIT CARGON ROLLS 


® DUPLICATING FLUID 
AND HAND CREAM 


‘ll 1 
Wed 


RIBBON and CARBON MFG. CO., Inc. 
HARRISON, NEW JERSEY 





CATERING TO THE REQUIREMENTS 
OF DUPLICATING SPECIALISTS ALL OVER THE WORLD 


For More Information Circle No. 138 
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AUTOMATION FOR 
OFFICE COPYING 


get fast, accurate copies Ge = 
of any graphic material. a =S 


wit 


Just 
push a 
button 


the ELECTRONIC copying machine 


for mimeograph stencils, offset plates, 
single positive dry copies 

Just push a button—and the operator 
can go on to other work. Stenafax shuts 
itself off. It copies office forms, news 
clippings, typing or any graphic mate- 
rial. It is a complete copying unit, re- 
quires no chemicals or developing, no 
special powders, light box or heat 
treatment. 

It makes stencil or offset plates in 6 
minutes or less... or a single dry posi- 
tive copy in 3 minutes or less—on a 
working area of 812” x 14”. Easy to 
maintain, movable —can be plugged 
into ordinary outlet. 


Write for full information to 


TIMES FACSIMILE 


CORPORATION 
STENAFAX DIVISION, Hotel Biltmore Arcade, 
43rd St. and Madison Ave., New York 17, N. Y. 


For More Information Circle No. 278 


186 


which describes the different kinds of 
prints available and contains a list of 
do’s and don’ts to save users time, 
money, effort and avoid errors. For a 
free copy Circle No. 306 on Reader In- 
quiry Card. 


SIDE CHAIR 
King Posture Chair Co., 956 S. Ray 
mond Ave., Pasadena 2, Calif., makes 
the Model 400 Side Chair covered in 
choice of three fabric materials in 19 
colors. Frames come in choice of seven 


colors. Chair has padded backrest de 
signed to prevent marring walls, 1” rub 
ber padded seat cushion, full size rub 
ber cushion silent glides and steel tub 
ing frame. For full information Circle 


No. 373 on Reader Inquiry Card. 


TAPE DISPENSER MANUAL 
Minnesota Mining & Mfg. Co., Dept. 
P5-228, St Paul 6, Minn., presents indus 
try’s ‘‘most complete line of dispensers 
and taping machines’’ for pressure 
sensitive 
which 


more 


tapes in a 16-page manual 
illustrations of the 


dispensers and 


contains 50 
than 75 taping 
machines available, plus a complete in- 
dex listing the types of Scotch 
tape that can be used with each unit. 
Included are all types of 
manually-operated semi-automatic, and 


brand 


ay ailable 
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fully automatic dispensers; specialized dents and office typists in transferring 
taping machines; and several basic tape easily from the manual to the electric 
applying principles that lend themselves typewriter. ‘‘ Electric Typewriting for 
to a variety of equipment adaptations. the Classroom Teacher’’ contains a com 
For a free copy of this manual Circle plete teacher’s lesson plan for electric 
No. 364 on Reader Inquiry Card.. 


typewriter instruction, including trans 


ELECTRIC TYPEWRITER BOOKS ferring from manual to electric, train 


ing a beginner on the electric and trans 


School Dept., Royal Typewriter Co., Soe ; oo 
2 Park Ave., New York 16, N. Y., offers ferring from electric to manual. The 
two booklets on how to operate elec booklets are the result of a long pro 


tric typewriters. ‘‘The Key to Relaxed gram of study and research to deter 


Typing’’ offers a typing guide for stu mine the most effective way to present 


Gets incoming mail 
distributed sooner... 


and lets everyone start on the day’s work 

earlier. A Pitney-Bowes MailOpener does 

away with the delay of hand-tearing or 

dagger-slitting methods...saves many 

precious minutes at the start of each work- pantie tehaene tates adee 

day. Ask your nearest PB office to off any kind or size of 

demonstrate. Or write for free illustrated envelope ...opens a whole 

booklet and postal rate chart. morning's mail in a jiffy 
PiTNEY-Bowes, INC., 3454 Walnut St., yy models for larger 

Stamford, Conn. Originators of the postage 

meter. 94 offices in U.S. and Canada. 


= PITNEY-BOWES 
MAILQPENER 


This model LH safely, 


FREE: Handy desk or wall chart 
of postal rates, with parcel post 
map and zone finder 


For More information Circle No. 265 
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} How Do YOU 
. i Keep Inactive 
"Records 7 


4 
. £6" 

~ gf 

* j 


r] THE NAME ON 

: MILLIONS OF 

my STEEL TRANSFER FILES, 

IS YOUR ASSURANCE 

OF STURDY, SMOOTH 
OPERATING FILES 

THAT INTERLOCK SAFELY 

AND EASILY. 


ENAMEL FINISH. 


— AND REALLY 
ECONOMICAL, TOO! 


AND NOW, WITH 


MORE ACTUAL RECORDS IN 
LESS SPACE THAN EVER BEFORE 


COMPLETE DETAILS AVAILABLE 


QOLIN 


METAL PRODUCTS INC. 


310-15 LEXINGTON AVE., B’KLYN 16, N. Y 


For More Information Circle No. 268 


| Other features 


| red, blue or brown. 


| handy reference and protection. 


| Inquiry Card. 


the material for the benefit of student 
and teacher alike. For information Circle 
No. 372 on Reader Inquiry Card. 


PERSONAL FILES 
Acorn Products Co., 4605 West Zl1st St., 
Chieago 50, Ill., makes Models 2061 and 
2062 personal files which organize up to 
2,000 receipts, paid bills, correspondence, 
lists or other documents Each style is 
1214” wide, 10” high and 11” deep. Mode 


No. 2062 has double compartments, a 
secret locked compartment in the lid, an 
manila 


contains imprinted heavy 


lopes Both models have a nickel ] 


snap lock and come with alphabetically 
indexed file folders plus 
Attractively 
office, 


electrically 


specially im 


printed folders. 


designed 
for home or cabinets are con 


structed oft welded stee] 


nelude embossed, ribbed 
design for added strength, flush ends for 
handl 


Scratch-resistant han 


extra rigidity, and combination 
and name plate. 
mertone finish is available in gray, green 
Lock and handle ars 
permanently riveted to assure years of 
A new 


when in use. 
ation Circle No. 392 on Reader 


stop hinge holds lid open 
For inforn 
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~ if you do ” 
...you need =* 


AUTOMATIC 
ELECTRIC 
STAPLING... AT ITS 
MONEY SAVING BEST! 


4) Necessity 
IN MODERN BUSINESS! 


Fast One person does 
the work of ten with 
STAPLEX Portable 
- Plugs in anywhere! 
~< 
Completely avtomatic 
Both hands free to gether 
and teed work. Stapling 
position always visible. No 
exposed moving parts 
safe foolproof! 


Tit 


Here is the modern, time and money saving 
way to staple. You merely insert the work 
and in a split second STAPLEX does all your 
stapling . . . efficiently . . . perfectly! 
Time-tested, there are thousands of 
STAPLEX machines in profitable use in all 
kinds of business and industry throughout 
the world. Pays for itself in no time 


Let us prove that savings of 70% and more 
can be yours with STAPLEX 


1955, The STAPLEX ¢ —e 
For 


Orrice—September, 1955 


A free demonstration of the STAPLEX 
doing your work saving your money 
will convince you! 


tHe Sfaplex company 
775 Fifth Avenue, Brooklyn 32, N. Y 
Free Demonstration 


NAME 
COMPANY 


] Send me further information 


ADDRESS 


More Information Circle 





Now... Carbon 
“Weather Cond 


(Carters Special Occasion 


_ 
Carbon Paper 


Special Occasion is more than a good car- 
bon it is the result of an entirely new 
approach outperforms and outwears 


ordinary carbons because of an exclusive 
Carter development, the “Weather Condi- 


tioned” formula. 


Your own test will do more to show you 
why “Weather Conditioned” Special Occa- 
sion Carbon is the carbon for vour office than 
anything we might say. 

Make your own rigid test. Write us for 
samples, telling us whether your office has 
electric or regular typewriters, and how 
makes. 
Then youll know why “Weather Condi- 


many copies your secretary usually 


tioned” Special Occasion is the most modern, 
yet the most economical carbon your office 


can use, 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER’'S INK COMPANY 


CAMBRIDGE 42 MASSACHUSETTS 
For More Information Circle No. 256 


190 


Grand Rapids, Mich., 
able Machine Stands which reduce opera 


of any 
trated 


MACHINE STAND 
Mfg. Co., 32 Ave., S.W., 
makes Karlo Adjust 


Kar] Ionia 


tor posture fatigue because they can be 
] 


adjusted to the natural working position 


Model 1 


hardwood 


hands. (illus 


has a heavy 16” x 16” 


person ’s 


top which adjusts from 26” Os’ in 


[omaeuds, 


i 


height. Its east column cen 


ter support 


precision 
vibration and elim 
Machine-threaded 
ball bearing hand 
adjustment. The 


reduces 
nates drumming noise. 


elevating screw with 


wheel allows quick 
heavy cast metal base and low center of 
gravity provide strength and stability. 


Full 


movement. 


easters for 
This model can be had with 
extension slide, elevated leaf, or both. 
For illustrated folder various 
models for different jobs and 
Circle No. 388 on Reader Inquiry Card. 


swing quiet, easy 


showing 


machines, 


SAFES 
John D. Brush & Co., 545 West Ave., 
Rochester 11, N.Y., makes the Sentry 
line of personal safes. The Sentry Major 
safe 
measuring 2414” 
Available in 


cent baked enamel 


is a 3285 cu. in. capacity, low cost 


weighing 275 lbs. and 
9903," 
on" 


x 171%” by outside. 


brown or gray metals 
Cabinets in 


bleache 


finish. choice of genuine 


mahogany, ahogany or wal 
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nut are available to enclose Sentry 


allowing the safe to be located in any 


interior. List prices on the safes start at 


$69.95 and all have fireproof Vermiculite 


welded 
all-steel 
screw built-in 
bination locks. For literature Circle No. 
507 on Reader Inquiry Card. 


BINDING POSTS 

Bankers Box Co., 
Chieago 5, Il., 
which are 


insulation, all construction, one 


piece doors, remoy able interiors 


and 3-wheel wedge econ 


720 S. 
make 


simple, 


Dearborn oo 


now Magic Posts 


powerful, automatic 





_ 


516° Diameter Magic Posts 1 16° Giemeter Wagic Posts 


binding posts. As the 
into tube, 
the length 


shaft is inserted 
locked at 


compact 


post is positively 


required for bind 
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Sates, 


New...a Typew 
that 
plus long milea 


. ine 06 , 
gives “Exec 


arter’s 


Nvlon 


Supea 


Ribbon 


Carter's “Super Nylon”, with the 
Silver Tip, gives ty ped letters that 
“steel e ngraved Executive 

Carter's “Super Nylon” 
more “mileage” 
nary ribbons. 

Carter's “Super Nylon” comes in 
three inkings, and in special tough 
fabrics for hard-pounding 
typewriters ... 


‘Tone. 
gives you 


per penny than ordi- 


electric 


These are just three good reasons 
why Carter's Super Nylon ribbons 
are actually less expensive than ordi- 
nary “economy brand” ribbons. 

Kor real proof of Super Nylon 
superiority. buy a dozen from your 
local dealer. Give that trial dozen 
your own rigid test and see why Super 
Nylons are better. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER'S INK COMPANY 
CAMBRIDGE 42, MASSACHUSETTS 
For More Information Circle No. 269 


19) 





ac-a-desk 
THE ORIGINAL 
DESK STABILIZER 


TYPING BECOMES 
easier, 


faster, 
neater 











OVER 50,000 IN USE TODAY 


e letters by letting 
1 

SKIPpINnE 
Modert 


the 
luces erro 
» end of the 

In fact 


No clumsy locks or sharp edges 
to bump shins or snag nylons 


rublhe 
fin imish won't rust 


hands from 16” to 30” 


ind 
i Ve Write for liberal quantity discounts. 
Ask about our exclusive franchise plan. 


GONCO MANUFACTURING CO 
1259 SO. LA BREA, LOS ANGELES 19, CALIF 


For More Information Circle N:. 270 
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ing. There is no slipping and Magic 


locked until re 
Made in 3, 

diameters in a 

All leng 

to 50% of 


t he I 


Posts remain 


securely 
leased by an opener key 
and 16” choice 
lengths ths are expandable 
their stated length. For fur 
information Circle No. 386 on 
Reader Inquiry Card. 


CLOTHES RACK 

Metal Products Co., 1111 
Detro he Mich., 
f a floor 


aAlumimMnumM 


Webb 
announces the addi 
their 
Coat 


model to 
Hat 


heavy 


line of 
and Racks. 
made of duty aluminum and 


bolted construction throughout. A 
buffing and 


polishing process, recently 








leveloped by the company, 1s s:% to in 


sure f with 


polished surface finish 


per 
nent hig 


od 
widths. 
Also available are wall models in v, 3, 4, 
) and 10 ft. soth may 
ve ordered equipped with single or dou 
ble hat and package shelves. 
ard rack 


luster qualit 


ailable in 3, 4 


ies. Floor nv 
are ay and 0» ft. 


). 8 


widths. types 


} 


Non-stand 
sizes can be 
For literature 


508 on Reader Inquiry Card. 


supplied to exact 


specifications, Circle No 
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H. M. Storms is ONE stop for everything 

At Storms you'll find hundreds of items 

in stock... to take care of your imme- 

diate needs ...or made up to your spe- p 

Carbon cial requirements at sath si Pencil 

Rolls Do as other satisfied dealers have Carbons 

done for almost 50 years depend 

upon Storms for the finest Carbon Paper, 





Adding Carbon Rolls and Inked Ribbons 


Machine Special 
Ribbons Ribbons 


Typewriter Special 
Ribbons Mbi uicam Carbons 
sone Carbons 
SERVICE BUREAU 


The Storms Service Bureau is 
ready to help you with speciol 
applications of carbon poper, 
inked ribbons ond carbon rolls 
Yow ore invited to consult with 
Storms any time you get such re 
quests from your customers. No 
obligation, of course 


H. M. STORMS COMPANY ? 
Storms Building, Brooklyn 38, N. Y. 0-9 
Gentlemen: We are interested in the Storms Private Brand Program 
(Please send us complete information and samples 
0 We would like a copy of your new 1955 Catalog. 
Name 
Company Nome 
Address 
City Zone State 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 


For More Information Circle No. 190 


Ready for you 
NOW — the new 
1955 Storms Cot- 
olog 32 poges 
of quick reference 


to hundreds of 
) items. Write for 
your copy TODAY! 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MONT ne: 


21 WEST STREET, NEW YORK 6, N. Y. 











TELEPHONE HANOVER 2-5425 








For More Information Circle No. 151 
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HECTOGRAPH MASTER 
Ribbon & Carbon Mfg. Co.., 
Road, Cove, N. le 

‘* hospital Marathon 

in hospitals, 


Columbia 
Herb Hill 


makes a 


Glen 
clean’’ 
slack Ready-Master for use 
other institutions, as well 


schools and 


as in business offices, where cleanliness 
is extremely important. The new unit is 
exceptionally clean to handle, prepare 
and duplicate. Copies are clear and dig 
appearance, Many 
North 


using 


nified in 
like Long Island’s 
munity Hospital, 
Black Ready-Master 
sively duplicate daily menus and periodic 
hospital reports. Circle No, 339. 


Country Con 
Marathon 


Units to ine 


are 


pen 


DESK CABINET 
1304 


Ohio, makes Jiffy 


Campro Sales Co., 
S.W., Canton 2, 


tary cabinets with 3, 4, 


Secre 
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hospitals, 


Fourth St., 


6 and 8 drawers, 





Your typewriter%speaks 


ina WHISPER with 


IL ALATTER 


You can make your office quieter and 
more efficient by placing Kil-Klatter pads 
under all your typewriters. Your typists 
will make fewer mistakes, and office 
efficiency will go up as Kil-Klatter pads 
absorb the shock and deaden the noise 


of typing. Fits all typewriters 


Absorbs the shock and deadens 
the sound of typing. 
Made from genuine OZITE felt, 
with dent-proof top and 
skid-proof bottom. 

Fits all typewriters 
and other office machines too 

$425 


AT YOUR STATIONER OR 
OFFICE SUPPLY DEALER 


KIL-KLATTER 


i i i i ti il tie i i 


THE SCIEMTIFIC TYPEWRITER PAO 


“The Answer to a quieter office 
may be under your typewriters” 


For More Information Circle No. 266 
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QUICK. RELIEF” 


FOR OVERLOADED 
SWITCHBOARDS IN 
OFFICES and PLANTS 
PLUS 
EMERGENCY SERVICE 


WHEELER 


aoe POWERED 


CLUE 
OR a ee 


@ No Botteries 

@ No Ovtside 
Power 

@ No Maintenance 


Write for folder 


the WHEELER insutateo wire COMPANY, INC 
Division of Sperry Rand Corporation 

1106 East Aurora Street, Waterbury 20, Connecticut 

in Canada: Sperry Gyroscope, Ottawa Ltd., Ottawa 

IWHS55D 


For More Information Circle No. 196 


Desk Organizer 


Keep things 
at your fingertips 


Slim for desk @ Flat for travel 


@ ovoids desk clutter @9%" x 11M 


@ genuine viny! plostic ergo rcedhamana 
looks just like the heavy ee 

groined, fine calf leather © win arip of geld-tost 

for personolized 

signatures or individual 

nome, gold stomped on cover 


© executive block 
novy blue 


brown 


Somples ovoilable by request on business 
letterhead. $3.50 postpaid 


CORPORATION 
Vi White St. N.Y. 13, NM. ¥. 


For More Information Circle No. 192 


196 


New CLEAN way to 
Moisten Eny Envelopes 


MOISTIN morstener 


The new CLEAN and 
SURE way to moisten 
envelope tamps, label 
etc JUST woe 5s 
ON! No messy parts, 1 
ponge sqi seezing Me- 
ames ae name ve roll an even coot 
keep hands CLEAN and of woter on the 
DRY! A must for every eurane each ene 
’ every time 

office, home or shop! 


See your Stationer or write 98c each 


MFD. BY BERNAY PRODUCTS CO. 


412 S. Wells St., Chicago 7, Ill., WAbash 2-2636 


New Exclusive 
" Moisture Control" 
The only moisten 
er guaranteed to 








For More tnformation Circle No. 197 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST. WHEAT RIDGE, COLORADO 


For More Information Circle No. 199 
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, clips, rubber 


ssors, stationery, carbo : ! 
te., on a desk or tabl Side ana owls BRAND aul 
back of the cabinets are perforated meta ® 
enamel in satin black. Top and botto FILING SYSTEM 
‘an be mottled green, gray o1 
im and drawer pulls ars 
Drawers are clear plastic 
hole at front for e: 
s. Lower drawer 
items, stationery 
Rh sheets, Retail 
er, $8.50; 4 drawer, $9.95: 6 drawer. 
S drawer, $18. For literature Circle 
338 on Reader Inquiry Card. 


POSTURE CHAIR 
Ismeco Corp., Hanover, Pa., m: 
Super Exeeutive Posture Chair 
large tilting back. It has thir 
rubber cushions in the seat, 


s, and is available in 


* NAMES ON TOP ALWAYS VISIBLE 

* POCKETS INTERLOCK, ACCORDION-LIKE 

* BIG, TRANSPARENT LABEL HOLDERS 

* A PRECISION FILING SYSTEM THAT 
FITS EVERY NEED 


Sample Pocket and 
Illustrated Circular 


Write on Company Letterhead to 


1416 Roscoe St. Chicago 13 


For More Information Circle No. 281 


Yy Pp E Xx The Miracle 

T type-cleaner 
GONE FOREVER are the messy 
dirty, old fashioned brush and solvent 

Another Super sxeeC1 that smears fingers, or gums which 
: “‘, , must be kneaded before using 

Posture if has an oval bre ¢ | Now you can offer your customers the 
new ‘‘Typex the modern type clear 

Ss 4% Super ixecutive Side Chai ing device, with interchangeable ad 

he: foan . hesive refills. Keeps type sparkling 

leCaVvy v clean Works fast. Write for free 

folder at once 


MICHAEL FKUMKIN 


chairs are made of anodized aluminum | 7.4; 35 ave., Jackson Heights 
for attractive appearance. For full infor N. Y 


chairs have extra 


padding in the seat, back and 


mation on these and other aluminun 
chairs Circle No. 337 on Reader Inquiry 
Card. 


For More Informatio 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


ADDRESS 
SIGNED 


For More Information Circle No. 271 
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STORAGE CABINETS 
Steel Service Mfg. Co., 330 North 7th St., 
Steubenville, Ohio. makes a complete line 
Wardrobe Cab 


lesert sage in ad 


of quality Storage and 


inets in mist green and 


dition to forest green and office gray. All 


|-Pride 


new colors, 


Cabinets, those in 
Jet-Lok 


faster as 


including 
have exclusive 
which 


rigidity and 


onstruction makes for 


sembly, extra added 


pilfer 


protection. For con plete information on 
this equipment Circle No. 336 on Reader 


Inquiry Card. 


POSTAL MANUAL BINDER 
lbe File Fall 
s., makes a Manual loose leaf 
minder to accon Postal Man 
ents as furnished by the 
Office, The 


open 


sinder River, 


Postal 


Oe, 


modate the 
ial and Supplen 
U. S. Government Printing 
binder ilows page to fall 
natural V with the binder 
Mace of 


ls that 


serving as its 


Ow! pedestal. heavyweight, 


lurable materia will stand up ul 


der constant reference use Pages are 


held by a prong mechanisi 


W hic h Ope nis 


nstantiy “as the automatic lock lever 
nsertion or remoy 
The notched 


allows sheets to lie 


readabil ty. The 


s depressed, making 
al of pages quick and easy. 
half ope! position 


flat for maximun 
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LECTERNS for Speakers 


DEALER INQUIRIES INVITED 
WRITE FOR FREE CATALOG 


KELL-MOR LECTERN CO. 


1283 N. Main Street . Rockford, Ill. 
For More Information Circle No. 216 








| 


| gtue 





LOOK to WORDEN 


for dependable quality 
in wood office furniture 


3060 SERIES 


WRITE FOR CATALOG AND DETAILS 


the WORDEN company 


HOLLAND 


For More Information Circle No. 217 


MICHIGAN 


Due Orvice-—September, 1955 


More than just a key file 


Because behind each unit there's the 
comparable TelKee ‘‘complete"’ key con 
trol system It's the one system that 
keeps smooth working keys _ instantly 
available. And besides the convenience 
of this, productive time is saved and 
costly delay avoided. Remember 
TelKee lets you use all your locks a 
the time. But for full details send for 
our FREE catalog No. O-22 today 


n 


too 


The MOORE KEY CONTROL Systems 


O MOORE, INC 300 FOURTH AVENUE, NEW YORK 10,N 


For More tnformation Circle No 


Kolor Klip 


RING BOOK LABEL HOLDERS 


86 


? 
12 
216 


DIFFERENT COLOR 
INDEXING CODES 


Made of finest plastic and 
ix different col 


Fit all ring books. ; 
olor 


uaranteed for years of use 
Deseo are available with an assortment of ¢ 


or white inserts. Write for literature and pri 


PERMA PRODUCTS CO. 
Box 625, Detroit 6, Michigan 


. 
¥O 


For More Information Circle 





Safe ... Efficient . . . Economical! 


MIM-E-O 


STENCIL & OFFSET i 
NEGATIVE & MASTER “EASY TO FILE 


Just slip top edge up and 
nder atented MIM-E-0 


FILES 9 


The MIM-E-O Patented Spring Clip method of 
vertical =. provides complete protection for 
Stencils (in File Wrappers), Offset Negatives, and 
Paper Composition, Aluminum and Zinc Masters— 
especially the serrated edge of Multilith Masters. 
Special heavy-tension Spring Clips available for 
filing Zine Masters. 


The complete MIM-E-0 line includes models to SAVE SPACE 

file Multilith #1250, #75, #860, #81, and #2066 Each hanger holds two Sten- 
Negatives and Masters; also Davidson #241, #251 cils. Nega ives _or Masters 
and #7233. Filing capacity from 50 to 1000 units. 

MIM-E-O has 250 Distributors from coast to 

coast to help you with your Stencil or Offset filing 

probiems. 


All Models of Heavy-Gauge 
Steei Construction, Gray 
Hammertoid Baked Enamel 
Finish. 





Write Today for FREE IIlustrated Brochurel 


MIM-E-O STENCIL FILES co, === 


mim-eo Angle index tabs 
1219-21 W. Chestnut St#. . ten a. ace 


For More Information Circle No. 157 


\ Aaa NUMBERED — 


inckogia 


“The Best Buy in Property Control Tags" 


say PURCHASING AGENTS 


“Now, because we know what we have and 
where we have it, we're making the most effi- 
cient use of our equipment. The positive check 
against loss, theft and unauthorized transfer 
eliminates unnecessary purchases .. . helps de- 


at termine obsolescence of equipment.” 
On 





(No Screws, Tacks or Tools) 


Lustrous .016" Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS" are much more durable 
than foil or paper labels .. . more impressive and 
easier to use than conventional “tags.” Simply 
brush solvent on the adhesive backing and press 
inte place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


WRITE sia for samples and METALAAALT mc 


FREE booklet, “HOW TO PER- 


FECT PROPERTY CONTROL.” MASON CITY, IOWA, U.S.A. 


For More Information Circle No. 158 
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“il was 
amazed 
at how 
MANY ways 
manpower 
inc. 
could 
help us’’ 


Corporation 


says Jules Lederer, dynamic 
President of the Autopoint 
Co., division of the Cory 


hinder is cove 
tution leather 
nicke plated 
heavy nickel 4 
out. \ppro ‘ 
Department. Circular No, 200 availabl 
ipon request. Circle No, 309 on Reader 
Inquiry Card. 


FILE FASTENERS 
It was incorrectly stated 
ertisement on page 44 0 
1955 issue of THE OFFI 
Products, Ine., 


facture ‘0 stvi 


Ogdensburg, 


should have 
Fasteners are 
th a nee 
sive range of 
ing every conceivable requirer 
further information Circle No. 310 on 
Reader Inquiry Card. 


Let MANPOWER, INC 
Busine Service 
f four hour 


» hour 


grap! 


~ nol 
r FREE Booklet h Hiris ( 
manpower, inc. 
World Headquarters 


330 W. Kilbourr 
Milwaukee, Wisconsir 


< 


For More Information Circle No. 272 





MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions * 9 AM.-5 P.M. 


Uses of Electronic Computers 


Mechanization 


H. A. WARNER 
(formerly Technical Director of NOMA) 
Box 19, Route 4 Elkridge 27, Maryland 


Other Subjects 








For More Information Circle No. 273 
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SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 
CAN-PROZ,» 


ames 

















Edmund D. Dwyer 


standing were his effort eo-chairmar 
of the constitution and | laws commit 
ee ind } I I 1 the no natin 
mit ‘ for the urrent eC ms 
Witt the N I) Tt rtment, he 
is served is tant rector and ad 
rector of the Office Methods Division, 
kixecutive Office i the Secretary ot! the 
Navy. His services have been sought 
atter by several vyovernment study 
groups At the top of the list of those 
that he accepted are the State of Mie} 
ran gover en Ii urve\ o! i" 





Aeblcome 
ARMED FORCES 
| Ma MACEMENT Assn 


CONFERENCE 


202 





provement of rwork and as a mem 


pape 


ber of the Hoover Commission’s Task 
Force on Paperwork Management, the 
(OMMISSLOI oO! Organization of the 
kxecutive Sranch of the Government 


(omn 


ISS101 


2nd Annual TIMS Conference 
Management Sciences 
second An 


The Institute of 


Lee an " 


mpieted plans for 1ts 


nual National Meeting at the Park Shera 
ton Hotel, New York, Oct. 20-22. The 
success of the first Annual National 
Meeting n Pittsburgh a vear ago indi 
cates tl three-day session will bring 
hundreds of members and their guests 
from all over the country. The program 


will emphasize the need of a ‘‘ Forward 


Look’’ to the objective planning of 


management in evaluating the driving 
forces of change and cover application 
possibilities of data automation and re 


electronic devices De 
from Paul Kircher, School of Busi 
Administration, [ niversity of Cali 


Los Ange les 24, 


lated 


tails 


eon put ing 


ness 


Tornia, 


Roger Lewis, assist- 
ant secretary of the 
Air Force, speaking 
at AFMA  confer- 
ence. Seated are 
Weldon T. Ellis Jr., 
deputy director, Air 
Force Directorate of 
Manpower & Organ- 
ization: Lawrence W. 
Hoelscher, Army 
deputy controller; 
Edmund D. Dwyer, 
director, office meth- 
ods, Executive Office 
of Sec. of the Navy; 
Col. H. H. Cloud Jr., 
chief Management 
Engineering Service, 


USAF. 






THe Orrict 


September, 1955 








DO YOU 

DRAW WATER 

THIS WAY? 
aston 


CRANK 


FASHIONED 


‘ NYS CRANK 


ra 


OR MAKE ICE CREAM > 
THIS WAY? 


Crank turnir g is the outmoded way of draw 
Ing water, making ice cream, starting cars, 
placing phone calls etc., so why run an 
inefficient, outmoded office. You can do away 
with time-wastir g pencil eating crar , type 
pencil sharpeners by getting a self starting 
electric, completely automatic Electro Pointer 
ond sharpen pencils the modern way. Saves 
time, saves pencils. See your stationer or 


write Stile-Craft 


COMPLETELY AUTOMATIC! 


BE MODERN ‘ 
WITH THE ” 


INC. 


1825 MACKLIND AVE. ST.LOUIS 10, MO. 
For More Information Circle No. 312 
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Clerical requirements cut from 11 to 3 with 
Rol-Dex and Trans-Dex record handling equipment! 


Above is a view of the TRANS-DEX record handling equipment 
used for purchase order filing in a large eastern industrial firm. The 
direct reduction in personnel used in the operation (from 11 for the 
old upright file method to 3 for the modern TRANS-DEX system ) 
was brought about because with ROL-DEX and TRANS-DEX all un 
necessary work by the clerk is eliminated. In the above case 100% 
of the records are immediately accessible to outside reference. The 
lerks shown remain seated and roll with their work table to any plac« 
in the file. ROL-DEX and TRANS-DEX can solve your active record 


problems, too and save you money while doing so! 


————— eee a 


WATSON MANUFACTURING CO,, Ine. | 





Rol-Dex Division, Dept. F.2 , Send coupon for 
New York more information about 
. i the above and other 
ROL-DEX and TRANS-DEX 
tle i installations. 
- 
a i 
ee ee ee ee ! 
bank f 


For More Information Circle No. 311 
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Automation Conference 


The demanded by 
tion of technical and clerical procedures 
in the office will be examined at a two 
day conference for 
tives at the 
University ot 


changes automa 


poliey level execu 
University College of the 
Chicago. Timed to eo 
with the International Automa 
tion Exposition from Nov. 14 to 17, the 
conference will be held in the Shoreland 
Hotel, Chicago, Nov. 14-15. Details from 
Mattson, coordinator, 
ference in Office 


incide 


Gordon L. Con 


Automation, University 
University of 
LuSalle St., 


College, Chicago, 19 SS. 


Chieago 


NSA President 


Cassandra 
D. Waterman 
eleeted 
of the 
Secretaries 


was 
president 
National 

Assn. 
(International ) at 
its tenth 
convention in Chat 


annual 


tanooga, Se e 


secre 


‘a Waterman is 


tary to FF. W. Bon 
acker, assistant vice 


Cassandra D. 
Waterman 


president, Carborundum Niagara 
Falls, N. Y., and has held this position 
1945, 


UO., 


since 


Manpower, Inc., in Arizona 
Manpower, Inc., has opened offices in 

Phoenix, Ariz., 

into the southwest. 


marking its expansion 
3egun as a midwest 
seven 
today is the 
service firm 


operation years ago, Manpower 


nation’s largest business 
with over 50 offices in ma 
jor cities. Manpower has also expanded 
the type and scope of its services to be 
come the nation’s most complete busi 
ness service bureau. It furnishes tempo 
help, calculating, 
telephone-secretarial, consumer and mar 


ket surveys, 


rary demonstrating, 
convention help, and direet 
national seale. Its 
customer list includes 79 of the top 100 
industrial companies in the nation, and 
13 of the 14 largest 


mail on a local or 


insurance econ 
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Mattinson, n 


eo-ordinator and buver f 


panies. Marjorie former 
fashion 
women’s apparel shop in Montreal 
Phoenix. 


charge at 


AMA Office Seminars 


American Management Assn. will hold 
18 workshop and orientation seminars on 
different office management subjeets in 
New York Jan. 1 
here will be one in Chieago, Nov. 16-15 

AMA at 
York 36 


fron Sept. 29 to 


For complete program, write 
330 West 42nd St., New 


Chicago Records Conference 

The 24th annual conference on record 
held at the hdge 
Oct. 14 


management will be 
Beach Hotel, 
Speakers will include Stanley Faierson, 
John Plain & Co.; John P. H. Dethman, 
kord Motor Co.; Dr. 
Fry & 
tional 


water Chicago, 


Deal Rorke, George 
Mona Sheppard, Na 


Reeords Service: 


Associates; 
Archives & Knox 
Merrill Pierce, Fen 


[wo new features this year 


Kreutzer of Lynch, 
ner & Beane. 
will be round table 

hibits. Details fron 


Inc., 209 8. 


discussions and ¢ 
Reeords Control 


LaSalle St., Chicago 4 


Alice Huntley, Los Angeles, secretary to J. H. 

Kindelberger, chairman of the board of North 

American Aviation, Inc., was named Secretary 

of the Year at the annual National Secretaries 
Assn, convention. 








TYPE CLEANING MADE EASIER 


with the omozing 


© Addressing Pistes, 
* Marking Devices, of 
AN 


*“NMORTA TH Cc Tyee 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 
For More tnformation Circle No. 287 


BE 
WELL-APPOINTED 
... ALWAYS 





WORK-A-DAY 
SCHEDULE-A-DATE 


jendars that work f 


Keith Clark, Inc., 


ran 
By 

cA 
AS 





For More information Circle No. 288 





PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 


Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 

















Por More Information Circle No. ono 


CASH REGISTER 


PARTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST..-MT. PROSPECT, ILL 


For More tnformation Circle No. 290 
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Western NMAA Conference 
The Western D 


Office Automation Courses 


Nancy Marie Shea, Springfield, Ohio, is Miss 

Eye-Ease of 1955. She won $1700 in contest 

conducted by National Blank Book Co. 

Eye-Ease green record keeping 
forms. 


makers of 
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cc Brand New Erasers... 


In Tune with Today’s Business! 


pointing 
These new Weldon Roberts Erasers achieve neater, faster 
erasing of writing from today’s electrically and manually- 
operated typewriters and office machines. They save over- 
head substantially by speeding and simplifying the work of 
office employees. 


« No 378 GRAYPOINT 
Pape pped qua 
’ Chauaoul Mac uot Ne tah Pelee” wee oot ae 


orks 


No. 448 GREEN GLOW 

Paper-wrappe ft green 

Ane ‘ ° PPP EI ET PI NE EP CL LPP NEE OP LCD PE VI OEE EE ep 
. Pe : , WADE O.fi, Tole AW or GAacte 41 AAG 

pel _ ning aun... knanen, ADI wal WIAD  NOF40 


tir 


’ 


{sk your stationer for demonstration NOW 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 





For More Information Circle No. 193 


{HERE'S THE SECRET! 


— INCREASED EFFICIENCY 
— REDUCED FATIGUE 


— GREATER WORKING 
COMFORT 


Foot Comfort Cushions pay for them 
selves wherever people must work stand 
ing. It really is no secret but just common 
sense that, by helping to relieve bodily 
strain and tensions, they enable users to 
work in greater comfort. Fatigue is reduced 
with a resulting increase in efficiency 





Foot Comfort Cushions have a firm 
molded sponge rubber base which cush 
‘ — . a an tributes body weight. The 

Firm sponge base dis- ions and distrib pee AE 
tributes body weight, surface is smooth, colorful, marbleized 
reduces stvaim ané@_ rubber tile lifetime-bonded to the sponge 


aie, os “i ts a fatigue. base. All edges are beveled for safety and 
: 18 x 30’, 18 x 48”, 24 x 36”, 36 x 64” ance ) ) re 
RUNNERS: TO 36” width, any length. appearance. Foot Comfort Cushions are 


abie rel arble “ colo co it y 
See your BANK OUTFITTER or OFFICE suppLy *Vailable in 8 marbleized eager 


DEALER, or write: FLOORING DIV., Dept. C-9 for ‘ons. Colors go clear through the ul 
prices and literature. and cannot wear off 


The Hygienic Dental Manufacturing Co., Akron 8, Ohio, U.S.A. 


For More Information Circle No. 194 








Don't let dust ruin your fans! 


a size for 
every type: 


SQUARE 
ROUND 
PEDESTAL 
PITCH 


at , \ HASSOCK 
ELECTRIC FAN COVERS 


made of rugged vinyl plastic for 
long-lasting, low-cost protection 


Tiestring closure gives positive protection from 
dust and moisture—makes cover easy to slip on 
quick to remove, fold flat for storage, Saves costly 
cleaning and repairs 

FREE miniature fan cover on request 
for Catalog and Price List 


BUDLEW PRODUCTS COMPANY 


3535 W. CORTLAND @ CHICAGO 47, ILL. 


Write today 





For More Information Circle No. 243 


SCHWAB’S NEW 
FIRE AND BURGLAR 
RESISTING WALL SAFE 





(TR 


AZ 


The Schwab Certified Label at- 

tached to the door of each safe is your 

Customer's guarantee that this wall safe 

has been furnace tested for one hour fire 

protection, at 1700° temperature. 

Dimensions: Wide High icog 
Outside 13% 10% 17% 
inside 9, 6 13 
Finish Smooth Gray—Shipping weight—50# 


THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 


For More Information Circle No. 244 








Available in “4 to - 
widths choice of 12 
plain colors or imprinted 
alphabetically, by states, 
months, numbers, or to 
fit special needs 


See your office 
supply dealer 
or write 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 


For More Than 50 Years a Complete Lin 
of Time-Saving Signals and Indexes 


For More Information Circle No. 316 


SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size papers. 





A one-inch ring 
binder holds up to 25 protectors. Made of 
heavy gauge, non-inflammable acetate. Size 
11 x 8'/2". Packed 25 to a box. 
lf your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 

AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 DUANE BLYD., KANKAKEE, ILL. 


For More Information Circle No. 246 
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the national board of National 
Cost Accountants. He is past president 
of the R. I. Society of Certified Public 
Accountants, In 1946, as president of 
Providence Chapter, NACA, he 
awarded the Stevenson Trophy. 


Assn. of 


was 


AMA Office Planning Council 
Appointment of four executives to the 

Office 

American 


Management Planning Council of 


Management Assn. 
by Lawre nce ® 


president. 


was an 
Appley, AMA 
Together with 13 reappointed 
members of the council they will 
on a voluntary basis in the planning of 


nounced 


serve 


COD ferences, 
the Office 


members are 


research for 
New 
offices 


Gam 


and 
Management 
Walter 

manager—general office, Procter & 
ble Co., Charles I. Keelan, 
office methods specialist, Johns-Manville 
Corp., New York; Alan O. Mann, 
coordinator, SKE Industries, 
Philadelphia; Walter Ott, assistant 
Gas & 


Chairman of the council and 


seminars 
Division. 
Emmerling, 


Cincinnati; 


com 
mercial 
Inc., 
treasurer, Cincinnati lleetrie Co. 
vice presi 
dent in charge of the Office Management 
Division is Herman 
Mutual Life 
York. 


Knauss, planning di 
rector, 


of New 


Insurance Company 


75th Anniversary of 
Office Equipment 
Manufacturer 


N MAY 1, 1880, businessmen pushed 
up the rippling covers of their mas 
sive roll top desks to expose an 
array of pigeonholes. In Rochester, 
N. Y., on that May morning, Philip H. 
Yawman and Gustav Erbe pooled their 
resources and ingenuity to set up a 
manutacturing business in a one-room 
loft on the banks of the Erie Canal. 
Like other businessmen of the time, they 
had no thought of liquidating the roll 
top desk. Most of their first products 
were entirely unrelated to an office. 
A wide variety of 


items were pro 
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Users Call Them 
MONEY SAVING EQUIPMENT 


Girls aren’t all built the same way. You 
can’t expect a tall girl, hunched over 
her typewriter, to be efficient. Nor can 
you expect a five-foot-two girl to earn 
her salary s-t-r-e-t-c-h-i-n-g up to the 
keyboard of her machine. She gets tired. 
She And 


money in your typing department. 


makes mistakes. it costs you 


THE KARLO POSTURE TYPEWRITER 
SUPPORT is completely adjustable to 
the operator. Typing becomes effortless. 
Errors are reduced to a minimum, You 
and better work. And 


get more work 


typing costs go down. 


Money saving equipment—the KARLO 
POSTURE TYPEWRITER SUPPORT is 
Solid, 


vibration—which is 


practically indestructible. rigid, 


with no very im- 


portant when 
typists are using 
electric ma- 
chines. The most 
expensive busi- 
ness machines 
and typewriters 
are safe from 
falls. KARLO pays 
for itself in a hurry. 
And continues to 
save money for you. 
The way to cut 
your operating costs 
is to increase efti- 
ciency in your meth- 
ods. Give your typ 
ists the right tools. 
Thousands of 
KARLOS in con- 
stant use is your 
guarantee that here 
is MONEY SAVING 
EQUIPMENT. 
Decide today to 
increase your com- 
pany’s typing pro 
duction. Write for 
catalog and prices 
on complete line. 


Model No 


Instantly 
Adjustable 
From 26 to 3% 
Inches 


KARL MANUFACTURING COMPANY 


32 IONIA AVENUE, S.W. 
GRAND RAPIDS, MICHIGAN 


For More Information Circle No. 263 





For Every Press Cover User 


WON'T GET 

DIRTY. LINTY? 
BOY, THAT Aln'7 
ME. I OUTLIVE 


All You 
SIKINNY 


IT'S NEWi-IT’S BETTER 
It’s the 


“DU0-LiFe., 


Double Weight Molleton 
Slip-On-Cover 








The extra heavy Molleton gives it body 
that makes the cover extremely durable 
and highly water absorbent. The top quality 
prevents shedding, linting and stretching. 
Professional finishing provides the covers 
with flat seams and stitches that don’t 
open or break 

Covers packaged in cellophane wrappers, 
acetate sheets,inciuded. 

Extensive tests and reports from our dis- 
tributors prove that “‘OUO-LIFE”’ is all 
that it claims to be. 


Why wait? Get DOUBLE USE 
for a SINGLE PRICE 


DUO-LIFE is available for all size presses. 
Ask your distributor or write directly to: 


Direct Image Aluminum Plate & Supply Co. 


1321 West Gill Place, Denver 23, Colo. 


ATTENTION DEALERS: Some territories still open 
for distributorships. 


For More tnformation Circle Ne 213 





duced, them: student micro- 
scopes, curling-iron heaters, bicycle lug- 
racks, metal boxes, metal 
‘igarette cases (probably the first made 
in this country) and an electric battery 
tor medical In thre 
years the partnership gained sufficient 
recognition to warrant two important 
one with Cutler Co. for the 
manufacture of Cutler Mail Chutes; the 
other with Eastman for the 
production of his first Kodaks. Cutler 
Mail Chutes were made by Yawman & 
Erbe until 1908, and Kodaks until 
1895 when Mr. Eastman completed his 
own plant. 
Schlicht & 
tion, 


among 


match 


vage 


de Vice purposes. 


contracts : 


George 


Field, a sales organiza 
their services for the 
manufacture of the Shannon Arch File. 
This simple, board file slipped 
into the cluttered world of the roll top 
desk and met with spectacular success. 
Yawman & Erbe, in 1883, had entered 
the field of office equipment. Rapid ex 
pansion tollowed and, in their own four 
building, they produced and 
patented, in 1889, an office duplicating 


engaged 


single 


Story 


, 


a 


| | 
| 


‘ j ? 


a 


fal 


, 


This photo, taken about 1883 by George 
Eastman with one of his first Kodak cameras, 
Philip H. Yawman and Gustav Erbe. 


shows 
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A PEDIGREED BRAND 
Conforms to Federal Specifications 
: | 


(Cinsoment >) A eat” | PROMPT 
eines” NN eee ——SCSC*«éE=CLIVER'Y 


OUTSTRETCH ... OUTLAST... OUTSELL... ALL OTHERS 
Sold Only Through Recognized Wholesalers 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 


For More tnformation Circle No. 211 


KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


me Elecdice 
q castes uae Ges 


For More Information Circle No. 212 
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fuscle 


Cordially Invites You 
it Booth No. & 
NATIONAL STATIONERY 
ind 
OFFICE EQUIPMENT SHOW 
October lst thru t/ 


CONRAD HILTON HoT! CHICAGO 


SENGBUSCH SELF-CLOSING INKSTAND CO. 


MILWAUKEE 3, WISCONSIN 





For More tnformation Circie No. 227 








“Sure, 1 can refill it! The Uyiswtn 1-for-All refill 
fits almost any ball point pen!” 


@ REDUCES 
INVENTORY 


@ PACKAGED 
6 WAYS 


Fits Most Ball Point 
Pens! 


'Ola-l tamiaelis 
YOUR STATIONER 


Monte 


The FISHER PEN COMPANY Checage 13, Hi 


For More Information Circle No. 228 


Would you like a 
Branch Office in Paris? 


OPERATE 


manutac 
other form ofl 


eferences t« 


RONA 


152, Champs Elysees 
Paris, France 
For More Information Circle No. 229 


INTRODUCING ...’ 


that will fit all typewriters listed. 


Two keytops 


You profit, by cutting your inventory 
pana save more on the low prices. 


eo 











The new “UNIVERSAL” (left) for — 
Remington 17, KMC, Superwriter, 
Noiseless; Underwood Noiseless ; 
L. C. Smith 2A, 6A, 7A, 8A; Royal KMM, 
KMG, HH; Underwood SS, 150; 
R. C. Allen and I.B.M. In green only. 
The “KEY COVER” (right) for— 
Remington 10, 12, 16; L. C. Smith 8 to 1A; 
Royal X, SX, K, KHM, KMM;; Underwood 
5, 6, 11, M, S; Woodstock. In grey, green. 
PRICE —1 set, $2.25; 12 sets, $2.00 €a.; 
50 sets, $1.95 ea.; 100 sets, $1.80 ea. 
No discounts under 12 sets of any one style. 
PEARL ENGRAVING CORP. 
29 East 19th Street, New York 3, N. Y 

For More Information Circle No. 230 
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machine, the Rapid Roller Cop yr. The 
next year saw their Universal ecard in 
dex file, tollowed shortly by the Y and 
ky Vertical Filing Equipment 

Yawman & Erbe Mfg. Co. in 1912 
was no longer a small organization. It 
occupied the first of the buil lings which 
were to cover the 20 acres of today. 
This was the year to attack the roll 
top desk! The first flat top was christ 
ened the Y and E Efficiency Desk. Sys 
temized card and letter file drawers, “ < ; ce 
riding on patented Y and E metal Plant of Yawman & Erbe Mfg. Co. 
drawer suspensions, brought = old Rochester, N. Y. 
fashioned, inconvenient pigeonhole fil Now in its 75th vear. the orga 
ing to a timely end. tion with its 500 or more employees an 

After World War I, steel became im 20 acres of buildings, is guided by 
portant in office equipment. Yawman progressive, forward-looking, manags 
& Erbe, already well advanced in steel ment consisting of Douglas W. Gam 
construction, discontinued completely brill, president; Charles W. Schreiber, 
the production ot wood. Krom the executive vice president and David ¢ 
small Shannon Arch File board, the ‘ Borlen, vice president in charge of 
and E line had spread out to embrace manutacturing. Robert Russell is chai 
every phase of office furniture and steel man of the board of direetors which 
equipment for the sorting, filing and ineludes many prominent Rochester 
storing otf records. businessmen. 





READ-A-FILE KEEPS YOUR 


STENCILS AND OFFSET PLATES 
cooooooo ALWAYS AT SEE LEVEL --o+e- 


The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. it ee | full-len iS 
inspection and quick access to any one up to 

stencils or 200 —— The hanger unit, vite 50 ¥.., 
rides on ball beari Each clip Is on its own rod and 
con be removed wi + disturbing the others. It's new 


and different. 
DEALER INQUIRIES INVITED. 
METAL SPECIALTIES, Incorporated 


3547 Massachusetts Ave., Indianapolis 18, Ind 
For More Information Circle No. 224 





MANUFACTURERS OF DURALUMINUM 


wet gam HOLDERS sunt 


sheets per 
minute! 


mG. CO. inc NEW, IMPROVED 
P.O. BOX 243 FULLY Fels: oi mane 
WINTHROP MAINE GUARANTEED! DESK MODEL FOLDING MACHINE 
’ ° . — 


PRINT 0 MATIC (0., 


. For More Information Circle No. 225 For More Information Circle No. 226 
Fue Orrice—September, 1955 





NEWS of 
_ the Industry 


White Named Acco President President of Carter’s Ink Co. 





orporat on 

neral ma 

n 1954. In 
indicated 


placed 


anno rd ' Walter J. Niles 


appointment o ; sidinrie Charles 
ri-Georg Pfeffer nistrat 
eoncernh Ww 


igineering ans 


i e ‘ ! le | 7 I s has been since 
ht ul ’ resigne p 1 ot oundsSeriber Corp. and 
3 Pfeffer, who ws a ‘ ree of Frederick 
Carl-Georg Pfeffer 
been associated rr - ow ivstronu Kleetric 
vears, has playe ugl ) : F 4 " of Nort}! 
8 capacity as sales ‘ ( o., Re . a eee 
and later director wa \ i wit de elopment 
Ltd . London, I 
expansion of the wri j 925. Internation 


acquired Ele 
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THe Orrics 


sold 

and 
serviced 
exclusively 
by 

office 
machine 


eS dealers 


ohnston 


ADDING MACHINE CO. 


13343 SHERMAN WAY 


MORTH HOLLYWOOD, CALIF 


For More Information Circle No. 112 
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So, for SAFETY’S SAKE... 
put em on a TIFFANY 


Office machines are a big invest- 
ment; why take chances by using 
them on flimsy, cheaply con- 
structed tables or stands? Tiffany’s 
unusually heavy, solid, angle steel 
construction eliminates machine 
accidents caused by tipped stands. 
Heavy metal castings anchor 
stand firmly to the floor. Open 
top design sends annoying ma- 
chine noises away from operator, 
increasing office efficiency and 
morale. 

MODEL 5000—4 cup open top locks 


base to stand. Heavy iron castings cov 
and rest solidly on floor, Casters are r 


with positive action. Drop leaf attachable flush 


with top or low for posting tray. 
With two drop leaves, Model 500 


machine 
er casters 
etractable 





‘2 


of by 


See your Tiffany Dealer or write for 
full color brochure showing all available stands 


Often Imitated... 
Never Duplicated 


Tittan 


‘'4| # Stand Co. 


T { uls q MO 


For More Information Circle No. 171 
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tromatic 
Niles 
subsidiary and 


Typewriters, Ine., in 193 Mr. 


became 


manager of that 


general 
in 1944 was made general 
manager ot IBM gs Poughkeepsie opera 


tions. 


New Bostitch Plant 


Ground was broken Aug. 
Inc., for a 
ters in East 
architectural 


K by Bost ite h, 


new factory and headquar 


Greenwich, R. L, which 
engineers say will be the 


New king 


Sostitch will 


largest one-story factory in 
land, The new plant, where 

manufacture its line of 
stapling equipment, is scheduled for com 


pletion late in 1956. 


staples and 


Bruning Vice President 

Charles Bruning Co. has announced the 
appointment of Warren 
western manager, as 4 


Coate, south 
regional 
president of the 


with Bruning in 


vice 
company. He started 
1934 as a 


Milwaukee 


salesman in 
the company’s territory. 


Hano Promotions 


According to Norman L. Hanna, gen 
eral sales manager, two promotions have 
been made in the department of 
Philip Hano Co. E. 


Hinkley has 
] 


been made midwestern sales manager and 


sales 


David 


will make his headquarters at the 


In honor of his election as Imperial Poten 
tate of the Nobles of the Mystic Shrine, 
Walter C. Guy, Little Rock, Ark., Ditto 
dealer, was presented with a wristwatch by 
Sanger P. Robinson, vice president, Ditto, Inc. 


Hano branch plant is ; live, Dl 
Harold J. Moynahan Hano 
dealer department since 

sales promotion 
quarters in Holyoke, Ma 


nanage 


Priority for 1958 NOMA Show 
The Office Mana 


advises Khit 


gement Assn 


tors tha 


cayvo 


tion 


New quarter-million-dollar plant of Weber Addressing Machine Co. in Mount Prospect, Ill. 

four times the size of their present quarters, is expected to be big enough for five years. The 

firm started 26 years ago in one room in Chicago. Joseph Weber moved it to Mount Prospect 
in 1947. 
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of 
it helps to establish for « 
priority rights for the 
National Office 


ii) 
(‘} 


icago 


wt en 


for it 


ntern: 


Those 


eontel!l 


exhibit in 


OMAC shows 


n¢ 


Old 


en 


mett 


ig rp 
ng ry 


suppile 8 and accessories, 


When Thomas Collators, Inc., introduced their new line of collating equipment recently, a 


series of sales meetings were held throughout the country with Thomas Collator distributors 
This meeting comprised the eastern distributor group. 


ve 


Mar agement 


ar 


lI portance 


xhibitors 


1958 


New NOFA Chay 


pters 


Greenberg 


ent 


Royal Appointm 


A 
y¥ 


Penne 
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Olympia 


TYPEWRITERS 








Se SEATILE 


{ ~ 
PORTLAND 
s( 
ms 
| W | naan Wd , 
“ D ‘ a 
t | cikasy is umn ake |e 
J | 





DENVER SA “ CLEVELAND 
OLY MPA) KANSAS CITY \ OLYMPIA | 


=) 
Oia { CINCINNATI 


\ | YN es 
LOS ANGELES OLYMPIA) '} 
/ / NN wr, OYMera os WASHINGTON 
i i jb YEAR SY’ 
XY ee f ; 
ws 


Se 
\ EAM AD 
\ 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 


”\ \ 
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Big Numbers 


boost 
efficiency 


Columbia 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 








WM. A. FORCE 


JIO NICHOLS AVENUE, BROOKLYN & 


For More tnformation Circle No. 236 


CASH REGISTER 
RIBBONS 


Illustrated price list on request 


ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. J. 


For More Information Circle No. 237 


290 





opment manager. Joseph 
Meagher is manager of the Cleve 
branch office. 
who was named assistant to 


Watkins, vice 


the Ch 


factory He replaces 
. James, 
pre sident, domestic 
home office. 


Cag 
l igo 


At Haloid N. Y. Office 
Donald L. 


assistant to 


Clark was appointed spe 
Homer T. Hirst, branch 
Haloid Co. John B. 
lent in charge of 
Clark 
established 


ger of 
ce presi 
advertising, said Mr. 
located in a 


New \ iT } . 


newly 


Buys Magie Binding Posts 
I 30% Cr Doe 


the purchase of in 


sJankers Chicago, announced 


ventory and manu 
rights of Magie 
Mich. As 
company, 
continue 
posts for 
established Libery 
sinders. The posts will 
Posts. 
promptly by 
dealers are re 
Magic 
Harry A. 
president of 


facturing-distributing 
Binding Posts Co., Dearborn, 
this 


will 


sole owners of 


they 


new 
founded in 1936, 
manufacture of 
with 

Record 
carry the new trade 
All orders will be 


san kers 40x Co. 


binding use 


their long 
Storage 
name Magie 
filled 
and 
quested to 

Posts were 
Reichenbach, 
Magi 


write for prices. 
invented by 
founder and 


sinding Posts Co. 


Parts Firm Expands 


Typewriter Equipment Co. has moved 

new and 
Place, New 
cializes in platens, 
the office 


dealers nationally 


larger quarters at 25 Park 
York 7. The 
parts and supplies for 


cou pany spe 


having served 


1925. 


machine trade, 


since 


Arnot Offices in New York 

Aetna Steel Products Corp. announced 
the offices 
executive handling Arnot 
Office-ettes and 
components, 
plant to the 


79 
40V 


removal of sales and sales 
personnel 
Partition-ettes, Arnot 
Arnot modular furniture 
from the Jamestown, N. Y.., 
corporation’s executive 


Fifth Ave., New York 19 


offices at 
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NOW ror au Mualtiliths 
Visi-GUIDE 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


FREE! 


Slash masking 
and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 
LITHO ENGINEERING & RESEARCH 


3241 Eastlake Dept.OM Seattle 2, Wash. 
ror Mure information Circie No. 20/7 














Substantially Reduces 


NOISE 


of Keyboard Graphoty pes 





SOUNTROL Noise Reducing Hoods, the re 
sult of many years’ research by acoustic 
engineers protect workers from tiring 
noise—increase production and work ac 
curacy Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation not interfere with machine serv 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
New York 7, N.Y. 


75 Maiden Lane, 








For More Information Circle No. 208 
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RITE-LINE COPYHOLDER 





WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 
TAX EXTRA 
FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 


may return it without charge within ten doys 


4209 39th Street, N.W 


RITE-LINE CORP. Washington 16 OC 





a ee 


For More information Circie No. 209 


TYPEWRITERS 
Att dee 


REGALRITE BRAND 
RIBBONS AND CARBONS 


i 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by a for Less 


REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON NEW YORK 13, NY 


For More Information Circle No. 317 


| 
ft 











Learn all the basic principles of forms 
design and construction. Just published, 
illustrated with nearly 100 charts, examples 
and pictures, the Manual! of Business Forms 
points out the many different varieties 

of forms available for use in business 


MANUAL OF Hand industriel management. 


For the first time, all the tremendous 


number of available forms constructions 


3) oh N ESS | are described in a manner which allows 


the reader to select the best type for a 
particular business system. Time studies 
FO RMS of forms processing operations are reduced 
to efficiency factor figures in easy-to-read 
charts which pinpoint the basic advantages 
and disadvantages of each type of 
; construction. In addition, there are chapters 
Me on carbon paper, tags, envelopes and , 
Tremendous Number of i] paper. Other chapters thoroughly cover 
Forms Constructions duplicated forms, checks, pegboard forms, 
. : autographic registers, stock forms, manifold 
Available Today 





books, and many others. 

The Manual includes many pages of 
informative advertising, providing a wide 
range of sources for the reader to use 

in selecting forms manufacturers and 
suppliers. $2 postpaid in U.S.A. 











fice publications company 


232 madison avenue, new york 16 
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W assell Distributors 


(Conn 


Wassell Organization, Westport, ” 
announced the following 
f distributors: I. C., 
Lehigh Co., Allentown, Pa.; 
<illies, Wassell 
lis; Thomas M. 


euse Co., 


appointments 
Stanlev, Wassell 
Joseph §., 
Indiana Co., Indianopo 
McConnell, Wassell Svra 
Jamesville, N. Y.; Philip 8. Me 
Cormick, Wassell Colorado Co., Denver; 
Wassell 


Donald lider, Louisville oe 


Louisville, Ky. 


A. B. Dick Promotions 


A. B Dick Co. has 
Jordan Jr. to the new 
tributor 


appointed | 
posit on of 
Creal, 


sales manager; J. G. C, 


regional sales manager covering IS key 


markets; Rudy P. Kaspar, 
gional sales manager, and Ek, D 


west coust re 
Duhamel! 


manager of sales engineering. 


80,000 See English Show 
The 43rd Kfficiency Exhibi 


tTi0n n London was the 
that the Office Appliance & 
quipment Trades Assn. 


a record crowd of SO.000, 


Business 
most successful 
Business 
ever held with 
including hun 
dreds of overseas visitors fron at least 


17 countries. 
Underwood Promotes Leather 
mM. ds 


ommerecial 


Leather, 
research in the 
Punched Card 


formerly manager of 
SAamMAas 
Division of Underwood 
Corp., has been promoted to coordinator 
tf data 
velopment for 


processing research and de 


Underwood 


To Make Adders in Brazil 


3urroughs 


3razilian subsidiary, Con 


panhia Burroughs do Brasil, Ine., active 
for over 50 years, has taken the in 
steps in a long range program to 
adding 


facture Burroughs 


Sao Paulo, it was announced 
Macdonald, vice president 
for production of the latest 
the company’s adding machi 

the plant in full so eevee 


months 


Tue Orrice—September, 1955 





esd STATIC 


EL TK 


CANNOT BE DUPLICATED 


G UARANTEED! 
USED REGULARLY IN THE LARGEST 
PLANTS IN THE NATION 
$3.00 per cos $30.00 per cose 


Peg cA 
STATIKIL 2c 


STATIKIL—A DIVISION OF THE J. E. DOYLE CO. tstebitsred 1914 


For More Information Circle No. 247 


PRINTERS — DEALERS —AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Lading — Purchase Orders — Voucher Checks — 
Repli Memos — Salesmen’s Contact Reports 
ready for imprinting. 


For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone F!\«rside 5816. 


ROGE8 or Te 
BUSINESS FORMS 


For More Information Circle No. 248 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 





Contact your Local Typewriter Dealer 








For More Information Circle No. 249 


3 PHON PROBLEMS 


SOLVED—— 
Safeguarding privacy. 
2 Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











For More Information Circle No. 250 


97 
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Special 

of fer to 
offices W% 
with \F 


adolescents 
and 


dr. execs & 


It comes to our attention that firms 
afflicted with the above are not big 
buyers of Schlegel Pull Fasteners. 

These office pests prefer rubber 
bands. Pull Fasteners are worthless 
for stinging secretaries and launching 
small missiles. Pull Fasteners are 
strictly business . . . for holding let- 
ters, legal papers, maps, plans, draw- 
ings—anything important—together 
safely. 

You simply slip the loop around 
the pack, draw one end of the tough 
tape ‘til the noose is snug. A washer 
holds the loop tight until you pull the 
other tape end to loosen. P.F.’s do 
not crimp or tear edges—won’t rot, 
never seem to wear out. They cost al- 
most nothing, come in 14 sizes. Mail 
your order today. 





How Schlegel Pull Fasteners Work 
” aa —/ , { 
Ny? 


S 





—e 





—— 


Rochester 7, N. Y. 
akville, Ont., Can. 


* 


Industrial Textiles Since 1885 
“Complete engineering service against weather” 














For More Information Circle No. 267 
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Victor Branch Managers 

New branch offices in Houston and 
Westchests r.. N. - were opened by Vi 
tor Adding Machine Co. Walter F. Beis 


ser is Westchester manager and Tolbert 


J. Bostick, Houston manager. Vice presi- 


dent A. F. Bakewell also announced pro 
otion of George Mulholland and John 
K. Hardesty to managerial posts; Mr. 
Mulholland at South Bend and Mr. Har 


desty in Atlanta 


Marchant Wins 11th Award 

The 1954 annual report of Marchant 
Caleulators. Ine., won its llth consecu 
tive. Merit Award in a yearly comp¢ 
tition eonducted by ‘‘ Financial World,’’ 


nvestment and business magazine 


Globe-W ernicke Sold 


R. Herman Hammer, president and 
general manager, Globe Wernicke Co., 
announced that the board of directors 
accepted an offer of City Auto Stamp 
ing Co.. Toledo, for the sale of Globe 
Wernicke Co. The latter will continue 
n Cincinnati as a subsidiary of City 
Auto Stamping Co. with no change in 


management. 


P. F. McLaughlin, Allied Carbon & Ribbon 
Mfg. Corp., was honored at the NSOEA 
Wichita Convention by being made a lifetime 
member of the Midwest Travelers Club of 
which he was president 29 years ago. Con- 
gratulating him are Walter A. Wentworth, 
Allied’s national dealer sales manager, and 
Dale Acheson (center) Allied midwest rep- 
resentative. 
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— eafaoememenriateie 
FIRST AID FOR AILING SYSTEMS 


SIGNALS 
and 


MAPTACKS 








SEE YOUR OFFICE SUPPLY DEALER 


George 8. Graff Co., Cambridge 40, Mass 


For | More information Circie No. 2eu 


— PAN [ADDING 
| MACHINE 


oxy $4495 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW a 


Here’s a bantam-weight, 
machine 
speedily 
pensive machine 1 
orl keeping, inventory , pay 
uring, billin check I 
SuteFanwina” ADVANTAGES 
Adds, subtrac tipl 
tion e vasy, MB. dy nll. or 
dial clearance e 8 olumn ¢ 
always visible e Guaranteed 
or money back 
See your office appliance dealer, 
stationer, or write -— 
Reliable Typewriter & Adding Machine Co 
301 W. Monroe Street © Chicago 6, Illinois 








The 
Handiest 
Gadget 


precision 
pencil 
sharpener 
and tape 
dispenser 
“COMBI” 





{ a! 
bias Pon 

A new idea In a desk accessory 

for OFFICE or HOME. 
Any small - of Sane. a > R.. into the base 
(up to 

A most practical Prahcalit eo EVERY DESK—a 
perfect point with a twist of the wrist. Ask your 
stationer. or write to 

FRED BAUMGARTEN, Dept. X-7, 

STATION F, ATLANTA, GA. 

For More tnformation Circle No. 222 


AUTOCOPY 


Cleansing Cream 
Hectograph, mimeo and dupli- 
cator ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 
able in 6 o2. tubes, '/, Ib 
jars, | Ib. cans or jars. 
Dealers write for com 
plete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
150 West 26th Street, New York 1, N. Y 


SAMPLE of AUTOCOPY CLEANSING 
CREAM will be sent to you FREE 
OF CHARGE—Just fill out Infor- 
mation below: 


Name of Company: 











Address: 
City & State: 
Name & Title: 











For More Information Circle No. 221 
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For More Information Circle No. 223 








3 poputar LABELING propucrs 


— —— PERMA-STIK, the self-adhesive tube or strip-like 
label holder that is now open on three sides for 
greater utility. It will hold a card many times 
its own width. Very easy to use 
FOR BINS AND SHELVES—Available in three sizes 
PS-/o /2'xG’ 30c per ft. PS-34 34/’x6” 35c per ft. 

PS-1 1°' x 6" 40c per ft. 











FOR RING BINDERS 

Smooth finished, durable metal construction— 

celluloid window protects and keeps label ciean 

Neat uniform appearance—iasts indefinitely. 

80-1! for 1” Ring Books 25¢ each 
$0-1'/2 for 1/2" Ring Books 30c $0-2 for 2” Ring Books 35c 








FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back binder. Will not warp or curi—made to 
Slip-On any size post. 
PBS—/,." x 2'/,"" ... $0.20 each 
PBM—I" x 2," |...” 25 each 
PBL—2" x 2!/," .30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
West Pena Distributor: Arch K. Ansty 
2nd St., San Francisco 5 











For More Information Circle No. 155 


“Paper Punches Every Office Needs!’’ 


CLIX 


1-HOLE 
CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 4" hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 





restaurant checks. 24 in counter 
ODEL 3..Punct 3 hol , ; 
MODE ~ — oe { } display carton. 60 cent list. 
4" dia., spaced 4'4" on cen- 2 


ters, 4%" from back binding iw ie MODEL 100... Punches \%" 
edge — standard spacing a = hole, 4" trom binding edge. 


11” x 814" sheets _ PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP.— HARRY HENKEL ASSOC. 1355 MARKET ST., SAN FRANCISCO 
For More Information Circle No. 156 
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Ennis-American Officers 
Iinnis Tag & Saleshook Co. announeed 


that G. G. | 


Dunkerley, who served as 


president since he founded the company 


in 1909, Is now chairman ot the board. 
Garner Dunkerley Jr., formerly executive 
Other offi 


senior vice 


vice pres dent, is president. 
eers are Homer C. McElroy, 
president and general manager of the 
division; J. H. 
vice president in 
La Be 


troller: J, 


eastern Hawkins, senior 


charge of production; 
Gehrig, vice president and con 
Hubert Marcia, ice 
] 


and pe neral sSf1es 


presia¢ nt 
Officers 
Mfg 


chairman of the 


manage! 
elected by American Carbon Paper 
G. G. Dunkerley, 
board: Garner 
Homer C, 


Co. are 
Dunkerley JJr., president; 
McElroy, senior vice president 


and general eastern d 


\ ision: W. 
dent and general manager of the 
factory; L. F. 
treasurer. 


manager of the 
R. Schween, senior vice presi 
Kennis 


Gehrig, secretary and 


Corry-Jamestown Expansion 


Plans for the 


of a $450,000 plant to convert fA 


immediate construction 
similar 
unit to assembly line production of Steel 
Age filing cabinets were announced by 
David A. Hillstrom, 
man of the 
Mfg. Corp. 

tical in size and construction to the first 
two units of the 


president and chair 
board of Corry-Jamestown 
The new plant will be iden 
expansion program 
which began in 1950. 


Dealers’ Sales Schools 
A detailed 
Dealer Sales 


Rand 


review of products of the 


Division of Remington 
Inc., and effective sales and mer 
were the basis of 
a series of meetings at the Hotel William 
Richmond, Va., and the 
Louisville, for dealers and 
Conducted by H. W. 
director of sales education for the Dealer 
Sales 


chandising techniques, 


3yrd, 
Hote a 


salesmen. 


Division, assisted in 
Jenton and R. L. 
and CC, W. 
Louisville he 


Kk. 8S. Watkins, mana 


assisted 


was 
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Kentucky 
thei r 
Barnes, 


tichmond by 


Mitchell, representative. 
by 8. P. 


hese 


N S \ Brite Bester 


Mactor 


CARBONS 


WRITE MASTER RIBBONS 
and WRITE MASTER CARBONS 
are a perfect love match... 
because Typists love working with them 
WRITE MASTER RIBBONS give you clean, 
sharp impressions and long-lasting econ 
omy. Each ribbon is two full yards longer 
than standard ribbons. Write MaAstTer 
CARBONS produce easy-on-the-eyes copies 
Smudge-free and easy to handle 
You'll be proud of your correspondence 
when you use the Write MASTER twins 
Insist on Write Master. If your dealer 
tries to sell you a “just-as good” brand 
write direct to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 
36 Peerless Place, Newark 5,New Jersey 
N.Y. Office. 13; 110 Franklin S 
37 Linden St., River Rouge, Michigan 
For More Information Circle No. 255 
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€-Z SORT 


has the ANSWER 
to your PROBLEM 


Any employee, with 
no special training 
can make over 60 

000 sorts per hour 
with the E-Z Sort 
System 


. EXPEDITES 


records 


. SIMPLIFIES . 


what 
you will widen your controls, 


CONTROLS . 


No matter you now 
keep, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 

Let us demon- 
strate the advan- 
tages you can 


with E-Z 


records, 


gain 
Sort 
tailor-made for any of your office or 
plant Write 


procedures. today for 


facts. 


E-2 SORT SYSTEMS, LTD. 


45 Second St., Dept San Riaeetien 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 
For More Information Circle No. 238 





Glendale, Calif. Mr. 


arris, managers, and 


sricker and J. P Fan 


Davidson Distributors 


appointed the fol 
distributors for 
Machin 


Louis; 


SOI Corp. has 
i11es and service 

Dual-Lith: 
Boston; Duplico Co., St. 


Offset Louisville, 


Craftsmen 
Photo Plate Service, 


Ky. 


Clary Uptown N.Y. Manager 

John J. Walsh was appo nted manage! 
of the New York branch, at 12 
Kast 44th St., of Corp. He for 


naged bra Fran 


uptown 
Clary 

merly ma nehes in San 
cisco, Houston and Cleveland and super 
sales training and sales promotion 
home During the past 
vear he directed branch wholesale oper 


at the Philadelphia branch. 


vised 
from the office. 


ations 


Borroughs District Managers 


Appointment of William Spittle and 
sob Cody as district managers of 
3orroughs Mfg. Co., manufacturers of 
stee] office furniture, 
Kalamazoo, Mich., announced bv 
general manager. Mr. 
Mich., Ind., 
western Pa. and N. Y. 
City. Mr. Cody, 
eastern supervisor, has 
Iowa, Mo., N. Dak., S. Dak., 
Mont., Wyom. and Colo. 
subsidiary of American 
Detroit 


sales 
shelving and steel 
was 
George Bennett, 

Spittle’s territory 
Ohio, Ky., W. Va., 
State, excluding N. Y. 


+ 


embraces 


formerly sales 
Wis., Minn.., 
Nebr., Kans., 
3orroughs is a 


Metal Produets Co.. 


Acquires Sunset-McKee Co. 
Purchase of the of Sunset-Me 
Kee Co. and the formation of a new 
Pacific division of Standard Register Co., 
Dayton, Ohio, announced by M. A. 
lent The newly acquired 
concern operated plants at Oakland 
Spayd 


assets 


was 


Spayd, presi 


and 


announced 


tt B. Klopfer as vie: 


the election of Barre 
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the Quality Line of 

STURDY, TRANSPARENT 
PLASTIC 
RULERS e TRIANGLES i} 
T-SQUARES NN] 
PROTRACTORS and W); 
OTHER RULING, 
DRAWING and 
COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U.S. A. 


For More Information Circle No. 203 





SPECIAL MACHINES 


for the 
MANUFACTURE 
of 


CARBON 
PAPERS 


TYPEWRITER 
RIBBONS 


DRY 
STENCILS 


Manufacturing Information and 
Formulas Furnished. 


HAIDA ENGINEERING CO. 
34-11 VERNON BOULEVARD 
LONG ISLAND CITY 6, N. Y., U.S. A. 


Ribbon Inking Machine 











For More Information Circle No. 204 
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NEW! Bantam Model 
EXACT-PHOTE-COPY 
——. DRY 


Process Unit 


Gives you DRY 

photo copies in 

your own office 

or plant in sec 
} onds 


* 


et Neh ual $275, 
Use it anywhere. 100% portable. 
Weighs only 22 Ibs. 


7— ONE UNIT DOES EVERYTHING— 
and does it automatically! 

¢ No darkroom e Simple to operate 
e No fumes e Get 60 to 90 copies 
¢ No washing per hour 
© No fixing © 9 wide x any length 
e No drying e |-side or 2-sides 
MADE IN U.S.A. LIFETIME GUARANTEE 


WRITE FOR FREE CATALOG 


GENERAL PHOTO PRODUCTS CO., INC. 
lh Aap paneer veriiager'g ns 





ment & supplies 


py € 
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[ PAYMASTER 








PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘Outlook’ Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 

proves personnel relations 

Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook’' Envelope and prices 
based on your estimated yearly requirements 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
Bivd  Chicag 7 iilinorw 


W Washingte 


For More Information Circle No. 206 
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Advertise 
to 


ict 


Cquipment 
R Cali 


for 
office equipment 


and supplies 


During 1954 calculating machines 
valued at $743,388 (FOB plant) 


were exported to France from 


the USA. $94,762 of metal office“ 


furniture went to Saudi Arabia and TA. 
98,636 boxes of carbon paper left for the Philip- 
pines. France, Saudi Arabia and the Philippines 


are but three of the 75 countries and regions listed 


below where every autumn OFFICE EQUIPMENT EXPORTER 


tically received and acted upon by all office equipment importer 
These countries buy both high and low priced items. 


specialists. 


Afghanistan 
Alas 


i 

Austrailia 
Austria 
Belgium 
Belgian Congo 
British East 

Africa 
British Guiana 
British Honduras 
Burma 


Canada 
Ceylon 
Cyprus 
Denmark 
Egypt 
Ethiopia 
Finland 
Formosa 
France 
French Guiana 
French Africa 
Germany 
Gibraltar 


Great Britain 
Northern treland 
Greece 


indonesia 
Iran 

iraq 
ireland 
israel 


Italy 

Japan 
Kenya 
Lebanon 
Liberia 
Luxembourg 
Libya 
Madagascar 
Madeira isiand 
Malaysia 
Malta 
Morocco 
Nepal 


Netherlands 

Netherland West 
Indies 

New Zealand 

North Rhodesia 

Norway 

Pakistan 

Philippines 

Portuguese Africa 

Puerto Rico 

Siam 

South Sea Iisiands 

Southern Rhodesia 


is enthusias- 
s, dealers and 


Sudan 
Surinam 
Sweden 
Switzerland 
Syria 
Tanganyika 
Tunisia 
Turkey 
Union of South 
Africa 
Viet Nam 
West indies 
Yugoslavia 


232 Madison Avenue, New York 16 


OFFICE PUBLICATIONS CO. 


For More Information Circle No. 162 
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charge of the Pae 
sion, and the 


Smith as 


president in 
appointment ot 


sales 


manager, 


Duplicating Sales Manual 
‘Duplicating Supplies 
and How Them,’’ 
the sales training series of 
Office 
time for the 
which 


September 


and Equipment 
Manual 19 in 
National Sta 
ASSn., 
dealer 


to Sell 


tionery & Equipment will 


be issued in sales 
usually 
after the 


Leader’s 


training programs 
first of 


recess, \ 


start 
about the 


Summer separate 


Guide assists the sales manager in con 


ducting meetings around the manual 


Wholesale Super-Market 
Utility 


service 


will self 
center tor 
this 
select 
standard 


Supply Co. open a 
wholesale distribution 


at 641 W. Lake St 


will be able to 


dealers , Chieago, 


month. Retailers 


from thousands of items in 


packages on open shelves and cheek out 
Office 


included. The firm is 


in super-market style. machines and 


furniture will be 


50 years old this year. 


Harold J. Hoffman 
Harold J. Hoffman, 54, 


Smead Mfg. Co., passed away 
August 10 at B uff: uo, N. ¥., 
industry meeting. Mr. Hoffman 
1916 and succeeded his 
1954, He 
industry 


president, 
suddenly 
while attend 
ing an 
joined Smead in 
father 


member of 


“as president in was a 


various foundations 
several travelers’ 
and cattle 
a member of the board of Stock 
National Bank and Hastings 
Junk, and 


Memorial Hospital ’s ady 


and groups, including 


clubs, many horsemen groups, 
Yards 
National 
president of Salve Regina 
IsOry 


group. He 


was one of the prime movers in the es 


tablishment of the loeal hospital 


Richard B. Vail 

Richard B. Vail, 60, chairman of the 
board of Vail Mfg. (o., died 
July 29. Mr. d two terms 
in Congress, 1946 and 
1950, 


( hicago, 
Vail had serve 


heing eleeted in 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 


prices. 

1. D. COTTERMAN, Mfr. 

4535 N. Ravenswood Ave. 
Chicago 4 40, ti. 
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nu-Arc 


. Static 
nuAids Eliminator 


ere 
nuArc 
Clearview 
Glass 
Cleaner 
12-02. can $1.00 


Static Eliminator 

ends static nuisance, 
speeds up production 
Clearview Glass Cleaner 
keeps all glass clean 
and dust-free. Both in 
spray cans 


_ nuArc Co., Inc., 824 S. Western Ave., Chicago, Ill. 


For More Information Circle No. 284 


Burroughs @ 


@ BooKkKEEPING 
@ CALCULATING 
@ ACCOUNTING 


conditioned. Write for 
current prices 


$60 BROADWAY, NEW YORK 15, WY. 


Since 1927 WO 4-1240 © cable: Hodgmach 
For More Information Circle No. 285 


GENUINE ENGRAVED 
syye iris B/ADS 
DIES ano PROOFS $Me 22 O For 


1000 
Gormire BUSINESS CARDS 
500 $11 © 1000 $15 @Lailal 


BUSINESS ANNOUNCEMENTS 500 ONLY $26 “MGUALASLB) 


CLIP YOUR LETTERWEAD 10 Twis AD... €2% baatayS 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 


For More Information Circle No. 286 
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BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 232 Madison Ave., 
New York 16. 





If this issue of THE OF FICE arrives 


late ov appears different im any way, 


it is with qood reason. Our printing plant is in an area devastated by last 
month’s floods. 


of loyal men and women, 


property.—Ed. 
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That this copy Was printed at all is to the 


among whom 


credit of a Group 


was suffered a traqic loss of life and 








AS Ue 
7 [ir 


Too Many Clerks??? 


Hk RECENT SENATE hear 
ngs in the Talbott case fo 
eused public attention on cer 
tain aspects of clerical man 
agement and paperwork that does 
not usually make front page news 


The 
the report 


interesting revelation was 
that a 


Surry ey 


most 


management engi 


neering indicated most busi 
today have a 28% surplus 


Hesses 
of clerical workers 


This is an interesting disclosure 


in view of the 
office 
trv over to the effect it vers 
difficult to office 


help. We are not suggesting that 


persistent complaint 
managers the coun 
is still 


competent 


voiced Is 
obtain 


vou immediately discharge 28% of 


clerical staff 


your although some 
surprising results might develop 
What such a survey indicates is 


that office 
ploiting to the 


executives are not ex 


fullest the clerical 


talents at their disposal It defies 


the very nature of management 
when a 28% labor surplus exists, 
frequently in the same organization 


that is seeking additional clerical 
employee 


Management becomes occasionally 


234 


bogged down in its. teehnieal as 


pects, described in such lingo as 


span of control, hierarchy, unity of 
command, size, limitations of a mass 
operation, ete., ete. It frequently 
fails to consider that the people 
processing paperwork in their offices 
are human and they overlook the 
enormous potential productivity of 


each individual if properly tapped. 


This can spell the difference be 
tween efficient and inefficient cler- 
ical work. 

Partly responsible for any office 


worker surplus in individual enter- 
prises and government is the exces 
sive layering in the clerical hierar- 
chy and the empire building which 
breeds and 


unnecessary reports 


forms. Delegation is almost a holy 
term these days but it can be ear 
office 
executives to pay sufficient attention 
the 


line can rapidly build up an exces 


ried too far and failure of 


themselves to details on firing 


sive office foree. 
It is sometimes cited that the 
mareh of automation will relieve 


many of the present office jobs at 


the elerieal level. Office management 


veterans recalling pioneer days of 
punched card tabulating are a little 
skeptical of this. There, too, one of 
the great supposed advantages was 
the 


and 


to be a reduction in average 


clerical work foree. By large, 


the opposite took place and it was 
often found necessary to engage 
more people to process the increased 
production resulting from the new 
installation. This is entirely possible 
the data processing SVS 


with new 


tems. 
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Even in these days of Automation... 


IT’S THE COPIES THAT GET THINGS DONE! 


Amazing “electronic brains’’ store vast quantities of data and 
perform prodigious calculations at lightning speed. Yet the vital 
facts and figures which they produce are of no value until placed 
in the hands of the people who need and use them. 


This calls for fast, efficient duplicating equipment. Today as always, 
DITTO stands supreme in the systems and short-run duplicating 
field. Thus DITTO and electronic computers work hand in hand in 
the constantly accelerated approach to the automatic office. 


To find out how DITTO will fit into your office procedures simply 
attach this ad to your letterhead and mail to DITTO, Incorporated, 
Attn. Mr. Finley, or call the local DITTO office listed in your 


classified phone book. 


DITTO, .... 


665 So. Oakley Blvd. + Chicago 12, Illinois 


DITTO 


ONE-WRITING 
SYSTEM 
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New Underwood Desk Stabilizer 


ends “desk wobble,” 
costs only $4.95 


I nderwood's new Desk Stabilizer eliminates desk 
vibration, turns a wobbly typewriter platform into 
a firm, steady ty ping support. 

ye strain, fraved nerves and vibration errors 
are reduced; higher quality work ts assured. 

Underwood's Desk Stabilizer offers a sure way 
to get better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Office. You'll hnd the number in your 


phone book. Order vours today! 


@ Adjusts from 17 to 31 inches 
Automatic. self-locking mechanism 
Instant finger-tip release 
Smooth, no-snag, all-metal construction 
Positive support... no slippage 
Supports over 200 pounds 
Telescopes to fit in any desk drawer 


Mar-proof rubber top bumper and floor base 


UNDERWO CORPORATION 


One Park Avenue, New York 16, N.Y. 


Information Circie No. 257 





